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1.0  INTRODUCTION  
 
The Standard Operating Procedures (SOP) for Personal Property documents the policies and procedures 
necessary for reporting Personal Property to the Marine Corps Balance Sheet as part of the General 
Property, Plant and Equipment (PP&E) line item.  This SOP defines Personal Property, outlines the 
requirements for its financial reporting, presents the responsibilities of various entities in its reporting, and 
details the Marine Corps processes that result in the recording of Personal Property in the financial 
statements.  This document represents Volume II, Balance Sheet, Chapter 8, Section 8.B - Personal 
Property, within the Consolidated Financial Management SOP Manual. 
 
2.0  REQUIREMENTS  
 
Marine Corps Personal Property reporting is required to be in compliance with the following regulations.  
Table 1, Personal Property Requirements, lists the applicable regulations. 
 

Regulation Description 
Department of Defense (DoD) 
Instruction 5000.64, Defense 
Property Accountability, August 
2002 

 Establishes accountability policy for PP&E particularly for property 
in the possession of individual military units and end-users. 

 
 Facilitates communication and promotes successful systems 

interfaces through the use of standardized technology. 
 

Secretary of the Navy (SECNAV) 
Instruction 7320.10A, Personal 
Property Policies and Procedures 
 

 Establishes DoN policies and procedures for the custody, accounting 
and disposition of Personal Property.   

Marine Corps Order (MCO) 
P10150.1, Garrison Property Policy 
Manual 

 Prescribes the policy and procedures governing the acquisition, 
management, and control of Personal Property (Garrison Property) 
used at Marine Corps bases, air stations, districts, and other 
independent commands. 

 

Table 1: Personal Property Requirements. 
 
3.0  CONCEPTS AND DEFINITIONS 
 
This section provides an overview of the concepts and definitions relevant to the reporting of the Personal 
Property portion of the General PP&E line item on the Balance Sheet. 
 
Definition:  Personal Property, as a component of General PP&E, consists of those items used, but not 
consumed, to produce goods or services in support of the Marine Corps mission.  Personal Property 
includes Military Equipment, Internal Use Software and General Equipment.  Personal Property does not 
include inventory items, Operating Materials and Supplies (OM&S), Real Property or items of a historical 
nature. 
 

 Military Equipment: Includes the PP&E components of weapon systems and support PP&E that 
is owned by the DoD or its Component entities for use in the performance of military missions.  
Formerly known as “National Defense PP&E,” Military Equipment is now classified as General 
PP&E.  The SOP for Military Equipment financial reporting is contained in Volume II, Section 
8.C - Military Equipment, of the Consolidated Financial Management SOP Manual. 

 
 Internal Use Software: Includes software that is purchased from commercial vendors "off-the-

shelf," internally developed, or contractor-developed solely to meet an entity's internal or 
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operational needs.  Federal entities have a choice to purchase commercial "off-the-shelf" (COTS) 
software, hire contractors to develop substantially all of the desired software (contractor-
developed), or develop software internally using their own employees, with or without a 
contractor's assistance (internally developed).  The SOP for Internal Use Software financial 
reporting is contained in Volume II, Section 8.D - Internal Use Software, of the Consolidated 
Financial Management SOP Manual. 

 
 General Equipment: Includes items that are non-deployable, COTS property.  Hereafter, within 

this document, the term “Personal Property” will refer to the General Equipment category of 
Personal Property only.  General Equipment includes Personal Property assets, such as office 
equipment, industrial plant equipment, material handling equipment.   

 
Criteria:  Personal Property assets must meet the following criteria: 
 

 An acquisition cost equal to or greater than the DoD capitalization threshold of $100,000 
 

 A useful life of at least 2 years 
 

 Not intended for sale in the ordinary course of operations 
 

 Acquired with the intention of being used in an operational capacity 
 

 
Assets that do not meet the $100,000 capitalization threshold are expensed when received and are not 
depreciated.  Table 2, Non-Capitalized General Equipment, presents the two categories for these assets. 
 

Types of Assets Value Description/Category 
Minor Property $5,000 - $100,000 

 
 Accounted for within the OM&S portion of the Inventory and 

Related Property Line Item. 
 
 Accountable and must be entered into DPAS. 

 
Sub-Minor 
Property 

<$5,000  Accounted for within the OM&S portion of the Inventory and 
Related Property Line Item. 

 
 Neither accountable nor reportable, unless it is deemed pilferable, 

critical to the mission, and hard to repair or replace. 
 

Table 2: Non-Capitalized General Equipment. 

 
Personal Property Lifecycle Business Events: The key business events for Personal Property lifecycle 
are:  (1) acquisition, (2) utilization, accountability, and control and, (3) disposal.  Acquisition involves 
any processes needed to obtain Personal Property and place it in a ready to use state. Utilization, 
accountability, and control of Personal Property assets involves tracking their location, condition and 
value.  Disposal of Personal Property involves any processes needed to remove and dispose of Personal 
Property assets.  Source documentation must be maintained during each of these lifecycle business events.   
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Table 3, Personal Property Business Events, summarizes the life cycle phases for Personal Property. 
 

Business Event Description 
Acquisition  Acquisition is the process of obtaining use or control of Personal Property or an 

interest in Personal Property by purchase, transfer, lease, and reinvestment.   

Utilization, 
Accountability, and 
Control 
 

 Utilization, Accountability, and Control are the processes to ensure that Personal 
Property is properly recorded, tracked, used, and secured in accordance with Marine 
Corps Regulations.   

Disposal 
 

 Disposal is the process of identifying Personal Property for permanent removal from 
service that is not transferred to another entity for use and sent to the Defense 
Reutilization and Market Office (DRMO) for disposal. 

Table 3: Personal Property Business Events. 1 

 
4.0  PERSONAL PROPERTY RESPONSIBILITIES MATRIX 
 
The Marine Corps Installation-level Base Property Control Office (BPCO), the Installation-level 
Comptroller/Resource Evaluation and Analysis (REA) function, the Installations & Logistics Department 
(I&L) Garrison Property Management Section (LFS-1), the Accounting and Financial Systems Branch 
(RFA), and the Defense Finance Accounting Service - Kansas City (DFAS-KC) have roles and 
responsibilities for the accounting and reporting of Personal Property.  Table 4, Personal Property 
Responsibilities Matrix, presents the responsibilities for each organization involved in reporting Personal 
Property financial data. 
 

Organization Responsibilities 

Base Property Control Office 
(BPCO) 

 Identify Personal Property assets. 
 
 Maintain Personal Property source documents. 

 
 Value Personal Property assets. 

 
 Determine Personal Property asset depreciation. 

 
 Dispose of Personal Property assets. 

 
 Report Personal Property asset values. 

 

Comptroller/Resource 
Evaluation and Analysis (REA) 

Function 

 Assure the validity and accuracy of Personal Property financial data 
recorded in the Defense Property Accountability System (DPAS). 

 
 Assure Personal Property audit trail documentation. 

 

Table 4: Personal Property Responsibilities Matrix. 

 
 
 

                                                 
1 This Personal Property SOP discusses the high-level functions of Installations/Commands that need to occur for 
the financial management process of reporting Real Property portion of the General PP&E line item on the financial 
statements.  Refer to the Personal Property Process Flow Document for a detailed description of business events 
processed at the Installation/Command level. 
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Organization Responsibilities 

Installations and Logistics 
Department (I&L), Garrison 

Property Management Section 
(LFS-1)) 

 Provide Personal Property accounting and reporting policy. 
 
 Perform Program Manager (PM) responsibilities for Personal Property. 

 
 Collect Personal Property financial data. 

 
 Maintain Personal Property source documentation. 

 
 Analyze Personal Property financial data. 

 
 Reconcile Personal Property financial data. 

 
 Record Personal Property financial data. 

 

Accounting and Financial 
Systems Branch (RFA) 

 Consolidate Personal Property financial data. 
 
 Record consolidated General PP&E financial data. 

 
 Prepare and validate Personal Property notes to the financial statements. 

 

Defense Finance Accounting 
Service (DFAS) 

 Retrieve consolidated General PP&E financial data from DCI. 
 
 Report consolidated General PP&E financial data. 

 

Table 4: Personal Property Responsibilities Matrix (cont). 
 
 
5.0  PERSONAL PROPERTY PROCESS 
 
The Personal Property process details the flow of information, the executed steps, and the documentation 
generated to support the identification, valuation, monitoring, reporting, and validation of Personal 
Property from the Installation-level to HQMC, and ultimately onto the Marine Corps Financial 
Statements. 
 
The process for reporting Personal Property financial information begins at the Installation-level.  Each 
Installation has a Base Property Control Office (BPCO) that is responsible for identifying and 
categorizing Personal Property items.  These offices are responsible for maintaining correct inventory 
levels as well as retaining source documentation.  The BPCO must also ascertain accurate values for 
Personal Property items and determine the correct depreciation amount.  Lastly, they are accountable for 
applying the correct procedures in the disposing of the property and reporting Personal Property financial 
data into the Defense Property Accountability System (DPAS).  The Installation-level Comptroller/REA 
function assures the accuracy of the Personal Property financial data transactions and also implement and 
oversee Personal Property internal controls.  With guidance from the I&L Facilities and Service Division, 
Garrison Property Management Section (LFS-1) and the Installation-level Comptroller/REA function, 
each installation prepares a Personal Property Capital Assets Report and submits it to the LFS-1.  LFS-1 
reviews and enters Personal Property financial data into the Data Collection Instrument (DCI).  RFA 
consolidates Personal Property financial data into the General PP&E line item and enters it into the DCI.  
RFA is also responsible for preparing Personal Property notes to be included in the financial statements.  
DFAS retrieves the General PP&E financial data from the DCI and reports it into the Defense 
Departmental Reporting System - Audited Financial Statements (DDRS-AFS) to prepare the financial 
statements. 



Accounting and Financial Systems Branch (RFA)                                                                                         Personal Property SOP 
  
 

_____________________________________________________________________________________________ 
1F_SOP                                                                            6                                                                                         Draft  

 
Figure 1, Personal Property Summary Process, provides a summary of the process for reporting the 
Personal Property portion of the General PP&E line item on the Balance Sheet.  Detailed processes within 
this overall process are found in Appendix E, Process Flows. 

Figure 1: Personal Property Summary Process. 
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5.1  Base Property Control Office (BPCO) 
 
Marine Corps Installations each have a Base Property Control Office(BPCO) that is responsible for (1) 
identifying Personal Property assets, (2) maintaining Personal Property source documents, (3) valuating 
Personal Property assets, (4) determining Personal Property depreciation, (5) disposing of Personal 
Property assets, and (6) reporting Personal Property estimates.   
 
5.1.1 Identifying Personal Property Assets 
 
Marine Corps Personal Property assets are identified based on the criteria set forth in the Section 3.0, 
Concepts and Definitions.  This process begins when Personal Property assets, or the components of 
Personal Property to be assembled are acquired.  Table 5, Identifying Personal Property, lists the steps 
used by the Installations to determine this information. 
 

Step Process Description 
1 Identify Personal 

Property 
 

 Categorize assets as Personal Property if the asset meets following 
criteria: 

 
- Acquired at a cost equal to or greater than the DoD capitalization 

threshold of $100,000 
 
- Has a useful life of at least 2 years 
 
- Intended for use in the ordinary course of operations, and not for sale 
 
- Acquired with the intention of being used in an operational capacity 

 
2 Determine Class of 

Personal Property 
 Apply one of four Personal Property subcategories: 

 
- General Equipment. 
 

- Internal Use Software. 
 

- Military Equipment. 
 

- Other. 
 

Table 5: Identifying Personal Property. 

Every Installation has a BPCO that is responsible for identifying and categorizing Personal Property 
assets.  Upon acquisition of Personal Property assets, a DD Form 250 - Material Inspection and Receiving 
Report (See Appendix F), must be completed and provided to the BPCO by the recipient of the asset.  The 
BPCO uses the information on the DD Form 250 to enter Personal Property assets into the Defense 
Property Accountability System (DPAS) within 7 days of receipt.  DPAS is the DoD system used to track 
and report Personal Property physical information and financial data.  It has the capability to update item 
authorizations, catalog actions, process records, account for depreciation data, serial number tracking, 
component visibility, and automated document register.  DPAS helps the Marine Corps assure the timely 
availability and reporting of Personal Property asset values.  All Personal Property assets must be 
recorded in DPAS to be reported on the Marine Corps Financial Statements.  
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When Personal Property asset information is catalogued into DPAS, assets are identified by nomenclature 
number, stock number, and serial number then further differentiated by manufacturer and particular 
model.  For example, the DPAS code for loaned or leased (LOLE) assets can be used to track assets that 
have been loaned or leased to the Marine Corps for use or assets that the Marine Corps has loaned or 
leased to other parties.  Step-by-step instructions for data entry into DPAS can be found in the DPAS 
User Manuals, available on the Marine Corps Financial Improvement Initiative (FII) Portal.2 
 
The following figures display some of the key screens used to enter Personal Property information into 
the accountability system.  Figure 2, Key Data references the different types of actions performed by a 
DPAS user, such as New Procurement, Transfer In, and Reversal.   
 

 
Figure 2: Key Data. 

 

                                                 
2 DPAS Users Manuals are available on the FII Portal at https://hqipom1.hqmc.usmc.mil/pls/htmldb/f?p=108. 
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Figures 3 and 4, End Item Increase Page 1 and End Item Increase Page 2 show the screens used to 
perform an end item increase and can be updated with Personal Property information such as LOLE code, 
bar code, serial number, and stock number. 
 

 
Figure 3: End Item Increase Page 1. 

 

 
Figure 4: End Item Increase Page 2. 
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5.1.2 Maintaining Personal Property Source Documents 
 
Personal Property source documents, which include acquisition records, standard forms, 
disposal/retirement records, and other records used during the Personal Property lifecycle are maintained 
by the BPCO.  Personal Property source documentation must provide Installations with an audit trail for 
all Personal Property financial data.  Source documentation for Personal Property must have the following 
characteristics: 
 

 Identify and classify Personal Property 
 
 Include sufficient information indicating quantity, location and cost of Personal Property 

 
 Identify and account for capitalized additions and improvements to Personal Property 

 
 Provide the capability to detect theft or diversion of assets and improve the ability to determine 

the cause of asset variances for corrective action 
 
 Enable periodic, independent verification of the accuracy of accountability records through 

periodic physical counts 
 
Personal Property source documentation is maintained for the acquisition and disposal phases of the 
Personal Property life cycle.  Table 6, Personal Property Forms, lists the Personal Property forms, the life 
cycle phase in which they are used and their purpose in facilitating the financial reporting of Personal 
Property. 
 

Personal Property Form Summary 
Life Cycle Phase Form Purpose 

Acquisition DD Form 1155 - Order for 
Supplies or Services 
 

 Validates procurement and depreciation activation date. 
 

Acquisition DD Form 250 - Material 
Inspection and Receiving 
Report 
 

 Validates depreciation activation date for Personal 
Property. 

 

Acquisition Vendor Invoice  Validates acquisition costs for Personal Property. 
 

Acquisition DD Form 1149 - Requisition 
and Invoice/Shipping 
Document 
 

 Validates transfer of Personal Property. 

Disposal DD Form 1348-1A - Issue 
Release/Receipt Document 
 

 Validates disposal of Personal Property. 
 

Disposal DD Form 200 - Financial 
Liability Investigation of 
Property Loss 
 

 Documents the investigation of Damaged beyond repair, 
lost, or destroyed Personal Property resulting from 
vandalism or abuse. 

 

Table 6: Personal Property Forms. 

 
Marine Corps Installations are required to conduct a physical asset count of all Personal Property at least 
every three years.3  Physical asset counts are required to provide a comparison of all Personal Property 

                                                 
3 DoDFMR Volume 4, Chapter 6, Property, Plant and Equipment, Section 060107 
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records to physical assets to ensure all items are correctly valued and recorded in DPAS.  This inventory 
also allows the BPCO to verify Personal Property information presented in source documentation.  The 
BPCO is responsible for performing the following tasks in conducting the physical asset count: 
 

 Physical accounting and research. 
 

 Location survey/reconciliation. 
 

 Quality control checks. 
 

 Asset discrepancies report initiation, research and resolution. 
 

 Investigation and assessment of financial liability for loss, damage, and destruction of Personal 
Property. 

 
 Appropriate actions necessary to ensure that the physical property and the property accountability 

record quantity are in agreement. 
 
 
5.1.3 Valuating Personal Property 
 
The BPCO determines the reported values for Personal Property assets and reports recorded cost and 
deferred maintenance of Personal Property assets.  The recorded cost of Personal Property assets is the 
basis for computing depreciation and may be different than the acquisition cost, book value or fair market 
value, since the recorded cost includes additional ancillary costs paid to bring the property to its form and 
location suitable for its intended use and are identifiable and material to the value of the asset.  The cost 
for the deferred maintenance of Personal Property assets is reported on the financial statements, but is not 
used as a part of the calculation of depreciation. 
 
5.1.3.1  Determining the Value of Personal Property Assets 
 
The value of Personal Property assets should be based on the method in which the asset was acquired.  
One of the following valuation methods will be used to determine asset value upon acquisition or 
installation: (1) Acquisition Cost, (2) Net Book Value (NBV) or (3) Fair Market Value.4   
 
 Acquisition Cost is the original purchase, assembly or development cost, less any purchase 

discounts.  This valuation method is used to value personal property asset when the asset is purchased 
or acquired under a capital lease.   

 
 Net Book Value is the determined recorded cost of a Personal Property Asset, less its accumulated 

depreciation.  This valuation method is used when an asset is transferred or traded-in and the recorded 
cost has already been established. 

 
 Fair Market Value is an unbiased, equitable cost, based on the cost of a similar asset, or the price 

that an impartial buyer would be willing to pay for the asset or a similar asset.  This valuation method 
is used when an asset is donated, exchanged or seized. 

 

                                                 
4 DoD FMR Volume 4, Chapter 6, Property, Plant and Equipment, Section 060202. 
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Table 7, Personal Property Valuation Methodology, lists the valuation methods used by Installations to 
value Personal Property assets, based on how the property was acquired. 
 

No. Valuation Method Type of Acquisition  
1 Acquisition Cost  Purchased Personal Property: Personal Property purchased from third party 

(private, commercial or government) by cash, check, installment or progress 
payments on contracts, or capital lease. 

 
 Capital Lease: Personal Property acquired under a capital lease is valued at 

the liability of the capital lease at its inception, plus any consideration 
given. 

 
2 Net Book Value  Transferred Personal Property: Personal Property transferred from another 

DoD Component or Federal agency is recorded as the transferring entity’s 
book value less accumulated depreciation.  If the receiving DoD Component 
cannot reasonably ascertain those amounts, the fair market value at the time 
of transfer is recorded. 

 
 Personal Property Acquired by Trade-In: Personal Property acquired when 

trading in another Personal Property asset is equal to the sum of the book 
value of the asset traded, plus any cash paid or liabilities assumed for the 
new asset. 

 
3 Fair Market Value  Donated Personal Property: Personal Property acquired through donation, 

execution of a will or judicial process, excluding forfeiture, at the time the 
asset is acquired. 

 
 Exchanged Personal Property: Personal Property acquired through 

exchange between the DoD and a nonfederal entity is valued at the fair 
value of the Personal Property surrendered at the time of the exchange, 
subject to evaluation.5 

 
 Seized and Forfeited Personal Property: Personal Property acquired 

through seizure or forfeiture shall be its fair market value, less any liens or 
claims from a third party. 

 

Table 7: Personal Property Valuation Methodology. 

 
5.1.3.2  Determining the Recorded Cost of Personal Property Assets 
 
Once the Personal Property acquisition value has been determined, using the proper valuation 
methodology, the recorded cost of the Personal Property asset can be determined.  The recorded cost 
includes the amount(s) paid to bring the property to form and location suitable for its intended use and are 
identifiable and material to the value of the asset.  In addition to the amount paid to the vendor, additional 
ancillary costs that are identifiable shall be included in the recorded cost.  Examples of ancillary costs 
include the following: 
 

 Transportation charges to the point of initial use. 
 
 Handling and storage costs. 

 
 Labor and other direct or indirect production costs (for assets produced or assembled). 

                                                 
5 DoDFMR Volume 4, Chapter 6, Section 060202(C)(4) 
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 Engineering, architectural and other outside services for designs, plans, specifications, and 

surveys. 
 
 Acquisition and preparation costs of buildings and other facilities. 

 
 An appropriate share of the cost of the equipment and facilities used in assembly work. 

 
 Fixed equipment and related installation costs required for activities in a building or facility. 

 
 Legal and recording fees and damage claims. 

 
 Fair value of facilities and equipment donated to the Department. 

 
 Interest paid (not including late payment interest penalties). 

 
 
5.1.3.3  Determining the Deferred Maintenance Cost of Personal Property Assets 
 
Deferred Maintenance is a component of Personal Property costs that Installations must also report.  In 
addition to reporting the value of Personal Property assets, Installations must report material amounts of 
deferred maintenance on Personal Property.  Deferred maintenance is maintenance that was not 
performed when it should have been (or was scheduled to be) and therefore is delayed to a future period.  
Maintenance includes preventive maintenance, normal repairs, replacement of parts and structural 
components and other activities needed to preserve the asset so that it continues to provide acceptable 
service and achieves its expected life.  Maintenance excludes activities aimed at expanding the capacity or 
capability of an asset or otherwise upgrading it to serve needs different from, or significantly greater than, 
those originally intended. 

 
Deferred maintenance must be reported in the annual financial statements for Personal Property assets6.  
Deferred maintenance information, if not available or not applicable, may be replaced by a brief statement 
indicating that the DoD Component does not have any material deferred maintenance to report.   
 
5.1.4 Depreciating Personal Property 
 
The DoD’s policy requires the use of the straight-line method of depreciation for Personal Property 
assets. 7  In straight-line depreciation it is assumed that an asset will lose an equal amount of its value each 
year of its estimated useful life.  The depreciation of Personal Property assets depends upon the recorded 
cost of the asset, the depreciation start date, the asset’s salvage value, and the asset’s useful life or 
recovery period.  The steps for arriving at the depreciation cost are (1) Determining the depreciation start 
date, (2) determining the depreciable basis and (3) calculating the depreciation. 
 

                                                 
6 SFFAS No. 6, Accounting for Property, Plant and Equipment and SFFAS No.14, Amendments to Deferred 
Maintenance Reporting. 
7 DoDFMR Volume 4, Chapter 6, Property, Plant and Equipment, Section 060206. 
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5.1.4.1 Determining the Depreciation Start Date 
 
Depreciation of Personal Property assets begins when the asset is installed, available, and ready for use as 
indicated by the supporting documentation.  The start date of depreciation is based on either (1) the 
Month Available for Service Method or (2) the Mid-Year Convention Method.  These methods are 
described below in Table 8, Determining the Depreciation Start Date Methods.  
 

No. Method Description 
1 Month Available for Service Method  Uses the month the asset was available for use, 

regardless of whether it was actually used, as the month 
used to begin the calculation of depreciation expense for 
the first year.   

 
2 Mid-Year Convention Method  Computes and expenses six months of depreciation in 

the first and last year of an asset’s useful life, regardless 
of the actual month the asset was placed in, or removed 
from, service. 

 

Table 8: Determining the Depreciation Start Date Methods. 

 
5.1.4.2 Determining the Depreciable Basis 
 
At the start of the depreciation period, the depreciable basis of the asset is calculated.  The depreciable 
basis of a Personal Property asset is the recorded cost reduced by the asset’s salvage value, if such salvage 
value exceeds ten percent (10%) of the asset’s cost.  If the salvage value is ten percent (10%) or less of 
the asset’s cost, the salvage value is not considered material for purposes of calculating depreciation, and 
therefore should not be considered when determining the depreciable basis.  Once the depreciable basis 
has been determined, depreciation can be calculated.  Table 9, Determining the Depreciable Basis, 
presents the criteria used to determine the depreciable basis. 
 

No. Condition Depreciable Basis Calculation 
1 Salvage value > 10% of the Asset Value  Asset Value minus Salvage Value 

 
2 Salvage value ≤ 10% of the Asset Value  Asset Value 

 

Table 9: Determining the Depreciable Basis. 
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5.1.4.3 Calculating Depreciation 
 
After the depreciable basis is determined, the useful life of the asset must be calculated.  The useful life is 
the length of time that a depreciable asset is expected to be used by the Marine Corps.  Table 10, Personal 
Property Useful Life, defines the useful life for different types of Personal Property.8 
 

Useful Life Personal Property Assets 
5 years*  General Purpose Vehicles (Includes Heavy Duty Trucks and Buses); Automated Data 

Processing  (ADP) Systems and Hardware (Computers and Peripherals); High Tech Medical 
Equipment; Equipment used in Research, Development, Test and Evaluation (RDT&E); 
Radio and Television Broadcasting Equipment; and Software. 

 
 Improvements to 5-Year Recovery Period Property (Personal Property). 

 
10 years  All Other Equipment, Machinery and Software. 

 
 Improvements to 20-Year Recovery Period Property. 

 
20 years  Vessels, Tugs, Barges and Similar Water Transportation Equipment (Non-ME Personal 

Property vessels/ships). 
 
 Steam (12.5K pounds per hour or more) and Electric Generation Equipment (500 Kilowatt or 

more), Sewers and Other Utilities (including such items as fiber optic cable). 
 
 Improvements to 40-Year Recovery Period Property. 

 

Table 10: Personal Property Useful Life. 

* Note: A useful life (recovery period) of less than 5 years is permitted when the acquiring DoD Component is 
certain that the useful life of an asset is at least 2 years but less than 5 years.  In such circumstances, the recovery 
period shall be the known useful life (2-4 years, as appropriate). 
 
Straight-line depreciation is calculated by dividing the depreciable basis by the useful life.  The resulting 
figure will be the yearly depreciation for the asset, which is added to the accumulated depreciation 
account for the asset every year until the end of its useful life.  The accumulated depreciation account is 
the contra-account for the asset on the balance sheet.  As the accumulated depreciation account increases, 
the asset value account decreases until the asset value is reduced to zero, at the end of its useful life. 
 

                                                 
8 DoD FMR, Volume 4, Chapter 6, Property, Plant and Equipment, Section 060206 
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Figure 5, Determine Personal Property Depreciation, illustrates the Installations Personal Property asset 
depreciation process. 
 

 
Figure 5: Determine Personal Property Depreciation. 
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5.1.5 Disposing of Personal Property 
 
Once a Personal Property asset is completely depreciated it may continue to be used by the Marine Corps 
in excess of its stated useful life or the asset will be traded, salvaged or disposed/retired.  Assets that are 
used in excess of their useful life shall be retained in DPAS, as well as the accounting records, and reflect 
both recorded cost and accumulated depreciation until disposition of the asset. 
 
Personal Property assets identified for permanent removal from service (disposal) must be removed from 
DPAS.  The Personal Property asset is transferred to the Defense Reutilization and Market Office 
(DRMO) for disposal.  The form used to document disposal will vary based on the asset condition at the 
time of disposal.  If a Personal Property asset is obsolete, unfit for performance, or unserviceable as a 
result of normal use, form DD 1348-1A is used to document its disposal.  If the asset is damaged beyond 
repair, lost, or destroyed as a result of vandalism or abuse, form DD 200 is used to document the disposal.  
Table 11, Disposal Forms, lists the forms and the corresponding asset conditions. 
 

Form Asset Condition 
DD 1348-1A  Obsolete, unfit for performance, or unserviceable Personal Property Resulting from normal 

use. 
 

DD 200  Damaged beyond repair, lost, or destroyed Personal Property resulting from vandalism or 
abuse. 
 

Table 11: Disposal Forms. 

 
5.1.6 Reporting Personal Property Estimates 
 
The BPCO enters the recorded cost and all supporting information for Personal Property assets into 
DPAS.  The BPCO is required to send a Capital Asset Report to LFS- within fifteen days after the end of 
the Fiscal Year quarter.  The Capital Asset Report generated by DPAS lists each Installation's capitalized 
assets and provides supporting information for each asset record, including the following:  
 

 Nomenclature (ex., Firefighting Truck, Flatbed Truck, etc.) 
 Asset Serial Number 
 Effective Date (YYYYMMDD format) 
 Active Date (YYMM format) 
 Total Cost 
 Accumulated Depreciation 
 Present Book Value 
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An example of the Capital Assets Report that is sent from the Installations to the LFS-1 is provided below 
in Figure 6, DPAS Capital Assets Report. 
 

 
Figure 6: DPAS Capital Assets Report. 

 
 
5.2  Comptroller/Resource Evaluation and Analysis (REA) Function 
 
The Installation-level Comptroller/REA function is responsible for implementing and overseeing Personal 
Property internal controls.  These internal controls are illustrated in the following processes: (1) assuring 
the validity and accuracy of Personal Property financial data and (2) assuring proper audit trail 
documentation of Personal Property financial data. 
 
5.2.1  Assuring The Validity and Accuracy of Personal Property Financial Data 
 
The Comptroller/REA function is responsible for assuring that the Personal Property asset values entered 
into DPAS have been derived based on the guidance provided by LFS-1, Marine Corps, Navy, DoD and 
Statements of Federal Financial Accounting Standards (SFFAS).  The Comptroller/REA function reaches 
this assurance first, by verifying the use of the appropriate valuation methodologies.  Any deviation from 
the stated Personal Property valuation methodology rules must be explained and properly documented.  
The Comptroller/REA function then verifies that a supervisory review of Personal Property asset values 
has occurred and has been properly documented.   
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Table 12, Assuring the Validity and Accuracy of Personal Property Financial Data, provides a summary 
of the Comptroller/REA function processes in assuring Personal Property values entered into DPAS. 
 

No. Step Description 
1 Verify Appropriate Valuation Method  Value Personal Property using the acquisition cost method, 

net book value method, or fair market value method. 
 
 Document any deviation from the preferred method, 

including an explanation for the deviation. 
 

2 Verify Supervisory Review  Review to ensure proper collecting, analyzing, reconciling, 
and reporting of Personal Property. 

 
 Review all source documents submitted with reported 

Personal Property balances. 
 
 Document the review in writing, with the supervisor’s 

written agreement that the source documents provided 
support the reported Personal Property balances. 

 

Table 12: Assuring the Validity and Accuracy of Personal Property Financial Data. 

 
5.2.2  Assuring Personal Property Audit Trail Documentation 
 
The Comptroller/REA function assures the proper documentation of the Personal Property audit trail.  
The retention of the proper source documentation ensures that Personal Property asset values can be 
traced back to the transaction level.  Table 13, Assuring Personal Property Audit Trail Documentation, 
provides an overview of the process. 
 

No. Step Description 
1 Verify Proper Documentation Collected  Collect documentation to support reported Personal 

Property balances. 
 

- Appropriate source documents could include 
Command level Personal Property asset reports 
or general ledger transaction reports. 

 
 File source documents with reported balances. 

2 Verify Audit Trail is Established  Verify that the reported Personal Property balances 
should be traceable back to the transaction level 
through source documentation. 

 

Table 13: Assuring Personal Property Audit Trail Documentation. 
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5.3  Garrison Property Management Section (LFS-1) 
 
The Garrison Property Management Section (LFS-1) of the Installations and Logistics Department (I&L) 
acts as the Program Manager (PM) for Marine Corps Personal Property at the Headquarters level.  LFS-1 
is responsible for (1) providing Personal Property accounting and reporting policy, (2) performing PM 
responsibilities for Personal Property, (3) collecting Personal Property financial data, (4) maintaining 
Personal Property source documentation, (5) analyzing Personal Property financial data in DPAS  
(6) reconciling Personal Property financial data and (7) recording Personal Property financial data into the 
DCI. 
 
5.3.1  Providing Personal Property Accounting and Reporting Policy 
 
LFS-1 is responsible for providing policy and guidance to property managers at the Installation-level for 
the proper accounting for and reporting of Personal Property financial data.  LFS-1 provides this by 
ensuring that updated MCOs, SECNAV Instructions, DoD Directives and other authoritative guidance 
related to Personal Property are followed by Installations.  LFS-1 also provides assistance to the 
Installations on relating Personal Property transactions to standard general ledger accounts and the 
financial statement impact of those transactions.  
 
LFS-1 also provides Personal Property management training to the Installations.  LFS-1 develops 
functional user training for processing Personal Property transactions.  Training materials and topics are 
developed based on feedback provided by the Installation property managers. 
 
5.3.2  Performing Program Manager (PM) Responsibilities for Personal Property Financial 
Management Systems 
 
LFS-1 is responsible for the overall program management of Personal Property for the Marine Corps.  
LFS-1 monitors and oversees Installation-level management of Personal Property.  LFS-1 provides policy 
and guidance to property managers at the Installation-level.  LFS-1 also analyzes and reconciles reported 
Personal Property financial data before recording the data into the DCI.   
 
LFS-1 ensures the proper input of Personal Property data into DPAS by granting DPAS access only after 
the potential end-user has completed the required training.  The DPAS trainee forwards a SAAR 2875 
form to LFS-1, signaling that they have completed their training.  LFS-1 then authorizes the end-user’s 
access and forwards the SAAR 2875 to the DPAS administrator for user processing.  
 
5.3.3  Collecting Personal Property Financial Data 
 
The LFS-1 collects quarterly Personal Property financial data from Installations via the Capital Assets 
Report.  LFS-1 consolidates the Personal Property financial data from the Capital Assets Reports into the 
Roll Forward Report.  The Roll Forward Report is an MS Excel spreadsheet that shows the combined 
values of all Marine Corps Personal Property assets and depreciation reported by the Installations on the 
Capital Assets Reports.  The report shows the beginning balance of gross asset values and depreciation, 
all of the reporting period’s adjustments to those balances, and the ending balance.  The Roll Forward 
Report provides LFS-1 with a summary view of the financial data received from the Installations in the 
Capital Assets Reports.  Figure 7, Roll Forward Report, on the following page, provides an example of 
the Roll Forward Report created by LFS-1. 
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Figure 7: Roll Forward Report. 
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5.3.4  Maintaining Personal Property Source Documentation 
 
LFS-1 maintains high-level source documentation for Personal Property asset acquisition and disposal for 
their reconciliation of Personal Property balances.  The BPCO forwards the DD-250, Material Inspection 
and Receiving Report to LFS-1 when Personal Property is acquired by the Installation.  This form 
documents property being added to the Installations inventory and serves as supplementary source 
documentation for depreciation.  The DD-1348-1A, Issue Release/Receipt Document is forwarded to 
LFS-1 when Personal Property is disposed of by the Installation.  These two forms are the only source 
documents requested by LFS-1 from Installations.  Table 14, Personal Property Acquisition and Disposal 
Source Documentation, presents the forms used to document the acquisition and disposal of Personal 
Property. 
 

No. Source Document Description 
1 DD-250, Material 

Inspection and 
Receiving Report  

 LFS-1 retains this form to use when reconciling Personal Property 
acquisitions with the balances recorded in DPAS. 

 
 This report serves as supplemental depreciation source documentation. 

 
2 DD-1348-1A, Issue 

Release/Receipt 
Document  
 

 LFS-1 retains this form to use when reconciling Personal Property 
disposals with the balances recorded in DPAS. 

 

Table 14: Personal Property Acquisition and Disposal Source Documentation. 

 
5.3.5  Analyzing Personal Property 
 
LFS-1 uses the quarterly Capital Assets Reports to analyze Personal Property financial data for any 
variances in the Installation recording of information into DPAS.  The financial data in the Capital Assets 
Report is compared with three Personal Property reports generated by DPAS: The CFO Report, the 
Depreciation Report and the Capital Trial Balance Report.  Each of these reports focuses on a different 
aspect of Personal Property financial reporting.  The CFO Report is used to analyze the gross asset values 
transferred into and out of the Marine Corps for the reporting period.  LFS-1 uses the Depreciation Report 
to analyze the depreciation of Personal Property at Installations for the reporting period.  The Capital 
Asset Trial Balance Report is used by LFS-1 to analyze Marine Corps Personal Property as it is presented 
on the general ledger.  They are all compared with the Capital Assets Report to ensure consistent 
reporting of Personal Property balances by the Installations.  Table 15, DPAS Personal Property Reports, 
describes the various reports used by LFS-1 to analyze Personal Property financial data reported by 
Installations. 
 

Report Description 
CFO Report  Presents the gross asset values transferred into and out of 

the Marine Corps for the reporting period. 
 

Depreciation Report  Presents the depreciation of Personal Property for the 
reporting period. 

 
Capital Asset Trial Balance Report  Presents Marine Corps Personal Property financial data 

broken out by General Ledger account. 
 

Table 15: DPAS Personal Property Reports. 
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Differences in Personal Property reported balances are investigated by LFS-1.  Installations are contacted 
and requested to provide a documented explanation for the reporting variance.  The Installation may be 
required to resubmit a Capital Assets Report.  Explanations of reporting variances and updates to the 
Capital Assets Reports and Roll Forward Report are documented by LFS-1.  Table 16, Analyzing 
Personal Property Financial Data, shown below provides a detailed description of the process. 
 

Step Process Description 
1 Review Capital Assets 

Reports  
 Verify current period balances against previous period’s report. 

 
 Review variance explanations provided by Installations. 

 

2 Follow-up with Capital 
Assets Report  
 

 Review further explanations returned from POCs via telephone and e-
mail. 

 
3 Receive Installation 

POC Responses  
 File e-mail explanations electronically with the updated Roll Forward 

Report for future reference. 
 
 File the original version of a Capital Assets Report if it is resubmitted in 

an electronic format. 
 

- Prior versions of a resubmitted report should document the reason 
for the rejection and the corrective action requested. 

 

Table 16: Analyzing Personal Property Financial Data. 
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Figure 8, Analyze Personal Property Financial Data, provides a graphical depiction of the LFS-1 process 
for analyzing Personal Property financial data. 
 

Provide an explanation for 
variance 

from last quarter

Analyze Personal Property Financial Data

Reconcile Personal 
Property data

Determine whether 
prior quarter ending balance agree 

to current quarter beginning 
balance

No explanation
Required

Provide an explanation and 
documentation 

for variance

End Process

Start

Yes No

 
Figure 8: Analyze Personal Property Financial Data. 

 
 
5.3.6  Reconciling Personal Property Financial Data 
 
Once the Capital Assets Reports are analyzed by the LFS-1 for consistent balance reporting, the inventory 
balances can be reconciled by the LFS-1.  The Defense Finance and Accounting Service (DFAS) Guide to 
Federal Requirements for Financial Management Systems (Chapter 14, “Audit Trails and System 
Controls”) states:   
 

“All transactions, including computer-generated computations, must be traceable to individual 
source records.  Adequate audit trails allow tracing from source documents of financial events to 
general ledger account balances through successive levels of summarization of financial 
reports/statements.” 

 
Personal Property balances reported by the Installations must be supported with source documents.  
Reconciling Capital Assets Report balances with source documentation provides a solid foundation for 
the resulting Financial Statement Personal Property entry and accompanying notes to financial statements. 
Personal Property source documentation should provide enough information to support the balance 
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reported on the Capital Assets Report.  The LFS-1 performs their reconciliation by (1) reconciling 
Personal Property financial data with source documentation and (2) reconciling the Quality and 
Assurance (Q&A) Report. 
 
5.3.6.1  Reconciling Personal Property Financial Data With Source Documentation 
 
LFS-1 reconciles Personal Property financial data, on a monthly basis, by comparing the Capital Assets 
Reports with the acquisition and disposal source documentation provided by the Installations.  LFS-1 
reviews this documentation for explanation of the accounting method that was used and to ensure that the 
source documentation supports the balance reported on the Capital Assets Report.  If there are any 
discrepancies between the data presented in the Capital Assets Report and the source documentation, the 
Installation is contacted for an explanation.  The Installation may have to submit a corrected Capital 
Assets Report to LFS-1 or provide the proper source documentation to support their Capital Assets 
Report.  Table 17, Reconciling Personal Property Inventory, shown below, describes the source 
documentation used during the reconciliation process. 
 
No. Step Description 
1 Review Accounting 

Method Applied 
 Include a brief explanation of the accounting method used in the source 

documentation. 
 
 Explain any deviation from the accepted acquisition, valuation or 

depreciation method in as much detail as possible. 
 

2 Review Source 
Documentation 

 Provide enough information in the source documents to support the 
balance reported on the Capital Assets Report. 

 
- Examples of appropriate source documentation include contracts, 

invoices, acquisition documents, and production contracts. 
 

Table17: Reconciling Personal Property Inventory. 
 
 
5.3.6.2  Reconciling the Q&A Reports 
 
After Personal Property financial data is reconciled, a supervisor should review the Personal Property 
support files for proper reconciliation, proper documentation, and potential open issues.  This is necessary 
to validate the analysis and reconciliation process before any reporting occurs.  Before final approval, all 
open issues should be resolved or documented electronically with the reason for the open issue and the 
expected closing date.  Once supervisory approval is obtained, Personal Property entries can be recorded 
into the DCI. 
 
LFS-1 creates the Quality and Assurance (Q&A) Report on a monthly basis.  The Q&A Report is a DPAS 
performance metrics report that indicates the frequency of data entry errors.  The Q&A Report is used by 
LFS-1 to measure the reliability of Personal Property data that is entered into DPAS.  Errors that appear 
in the Q&A Report are addressed by LFS-1 to the Installations directly or in future training provided to 
the Installations. 
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Figure 9, Reconcile Personal Property Inventory, provides a graphical depiction of the LFS-1 process. 
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Figure 9: Reconcile Personal Property Inventory. 

 
 



Accounting and Financial Systems Branch (RFA)                                                                                         Personal Property SOP 
  
 

_____________________________________________________________________________________________ 
1F_SOP                                                                            27                                                                                         Draft  

5.3.6  Recording Personal Property Financial Data 
 
After reconciling the Personal Property information from DPAS, LFS-1 records Personal Property 
financial data into the DCI at the end of each Fiscal Year quarter.  The DCI stores the Personal Property 
financial data, for retrieval by RFA, to be included onto the financial statements.  Table 18, Reporting 
Personal Property, details the required steps for reporting Personal Property financial data through the 
DCI. 
 

Step Activity 
1  Log into DCI using the appropriate logon and password. 

 
2  Locate the Personal Property form by clicking on the “Form” drop down menu, and selecting 

“Personal Property”. 
 

3  Locate the entry section for personal property inventory by scrolling down the Personal 
Property form. 

 
4  The “Beginning Balance” account is automatically generated and cannot be changed. 

 
5  Locate the “Acquisitions” account and enter the dollar amount of the activity for the period.  If 

the account has no dollar activity for the period, enter zero. 
 

6  Locate the “Transfers In” account and enter the dollar amount of the activity for the period.  If 
the account has no dollar activity for the period, enter zero. 

 
7  Locate the “Sales” account and enter the dollar amount of the activity for the period.  If the 

account has no dollar activity for the period, enter zero. 
 

8  Locate the “Disposals” account and enter the dollar amount of the activity for the period.  If the 
account has no dollar activity for the period, enter zero. 

 
9  Locate the “Transfers Out” account and enter the dollar amount of the activity for the period.  If 

the account has no dollar activity for the period, enter zero. 
 

10  Locate the “Revaluation” account and enter the dollar amount of the activity for the period.  If 
the account has no dollar activity for the period, enter zero. 

 
11  Locate the “Prior Period Adjustments” account and enter the dollar amount of the activity for 

the period.  If the account has no dollar activity for the period, enter zero. 
 

12  Locate the entry section for personal property depreciation by scrolling down the Personal 
Property form. 

 
13  The “Beginning Balance - Depreciation” account is automatically generated and cannot be 

changed. 
 

14  Locate the “Current Period Depreciation Expense” account and enter the dollar amount of the 
activity for the period.  If the account has no dollar activity for the period, enter zero. 

 
15  Locate the “Reductions to Accumulated Depreciation” account and enter the dollar amount of 

the activity for the period.  If the account has no dollar activity for the period, enter zero. 
 

Table 18: Recording Personal Property.
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Step Activity 
16  Locate the “Revaluation - Depreciation” account and enter the dollar amount of the activity 

for the period.  If the account has no dollar activity for the period, enter zero. 
 

17  Locate the “Prior Period Adjustments - Depreciation” account and enter the dollar amount of 
the activity for the period.  If the account has no dollar activity for the period, enter zero. 

 
 

18 
 Based on the dollar amounts entered into the “Acquisitions”, “Transfers In”, “Sales”, 

“Disposals”, “Transfers Out”, “Revaluation”, “Prior Period Adjustments”, “Current Period 
Depreciation Expense”, “Reductions to Accumulated Depreciation”, “Revaluation - 
Depreciation”, and Prior Period Adjustments - Depreciation” accounts, the Personal Property 
form will compute the actual ending balance for the period being reported. 

 
19  Forward submitted data to Command Administrator for review by clicking the “Send to 

Command Admin” button on form. 
 

Table 18: Recording Personal Property (cont). 
 
 
Figure 10, DCI Screenshot, shown below, provides a screen capture of the DCI screen. 
 

 
Figure 10: DCI Screenshot. 
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5.4  Accounting and Financial Systems Branch (RFA) 
 
The Accounting and Financial Systems Branch (RFA) is responsible for (1) Consolidating Personal 
Property financial data with General PP&E financial data, (2) recording consolidated General PP&E 
financial data into the DCI and (3) preparing the Personal Property notes to financial statement .   
 
5.4.1  Consolidating Personal Property Financial Data 
 
The RFA incorporates Personal Property financial data with the financial data for the entire General 
PP&E financial statement line item on a quarterly basis.  This consolidation is done in an Excel 
spreadsheet.   
 
5.4.2  Recording General PP&E Financial Data 
 
The RFA records the Personal Property financial data into the DCI to be consolidated with the balances 
for the General PP&E line item.  Posting the information into the DCI makes it available to be extracted 
by DFAS for inclusion on the financial statements Table 19, Recording Personal Property portion of 
General PP&E, details the steps for recording consolidated Personal Property financial data into the DCI. 
 

Step Activity 
1  Select “Personal Property DPAS”. 

 
2  Select Form Function = “See user form”. 

 
3  Select Command = “CMC”. 

 
4  Select Reporting Period = current period. 

 
5  Enter a DCI Username and Password. 

 
6  To record an increase in Equipment (Personal Property) 

- Debit Account 1750: Equipment 
- Credit Account 7190: Other Gains 

 
7  To record an decrease in Equipment (Personal Property) 

- Debit Account 7190: Other Gains 
- Credit Account 1750: Equipment 

  
8  To record an increase in Depreciation for Equipment (Personal Property) 

- Debit Account 1759: Accumulated Depreciation on Equipment 
- Credit Account 6710: Depreciation, Amortization, Depletion 

  
9  To record an increase in Depreciation for Equipment (Personal Property) 

- Debit Account 6710: Depreciation, Amortization, Depletion 
- Credit Account 1759: Accumulated Depreciation on Equipment 

  

Table 19: Recording Personal Property portion of General PP&E. 
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5.4.3  Preparing and Validating Personal Property Notes to the Financial Statements 
 
As part of the process of recording Personal Property financial data, the RFA assists in preparing the 
notes to the financial statements for General PP&E.  The DoDFMR Vol. 6B, Chapter 10, Notes to the 
Financial Statements, require certain disclosures to be issued in notes to the principal financial 
statements.  These notes are included with the objective of making the financial statements more 
informative to the users.  After RFA prepares notes to the financial statements, the note is forwarded to 
the Defense Finance Accounting Service - Kansas City (DFAS-KC) for incorporation into the financial 
statements. 
 
The notes to the financial statements should be prepared in narrative form and should provide a detailed 
description of the balances, including depreciation information and the valuation method.  Table 20, 
Financial Statement Note Requirements, summarizes the types of information that must be presented in 
the footnote.   
 

Note Information Description 
Depreciation/Amortization Method  Straight line depreciation is the DoD required method 

 
Service Life  5 years, 20 years, etc. 

 
Acquisition Value  Amount supported by source documentation 

 
Accumulated 
Depreciation/Amortization Amount 
 

 Amount supported by source documentation 

Net Book Value  Amount supported by source documentation 
 

Table 20: Financial Statement Note Requirements. 

 
The note for General PP&E is Note 10, General Property, Plant and Equipment (PP&E), Net.9  It 
contains financial information for both Real and Personal Property.  Table 21, Note 10 Classes and 
Subcategories, shown below provides a description of the General PP&E classes and subcategories 
presented in the note. 
 

Note 10 Class Note 10 Subcategory 
Personal Property  General Equipment 

 
 Internal Use Software 

 
 Military Equipment 

 
 Other 

 

Table 21: Note 10 Classes and Subcategories. 

 
 
 
 
 

                                                 
9 DoD FMR 6B Chapter 10, Notes to the Financial Statements. 
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Note 10 Class Note 10 Subcategory 
Real Property  Land 

 
 Buildings, Structures and Facilities 

 
 Leasehold Improvements 

 
 Assets Under Capital Lease 

 
 Construction In Progress 

 

Table 21: Note 10 Classes and Subcategories (cont). 
 
Figure 11, Note 10 - General Format, shown below provides an example of the format of Note 10.  
 

 
Figure 11: Note 10 - General Format. 
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RFA’s preparation of the General PP&E note to the financial statements serves as its validation of the 
General PP&E financial data that has been prepared.  The information presented in the note indicates that 
the financial data presented in the financial statement is accurate and supported by the appropriate source 
documentation. 
 
 
5.5  Defense Finance Accounting Service - Kansas City (DFAS-KC) 
 
The Defense Finance Accounting Service - Kansas City (DFAS-KC) is responsible for reporting Marine 
Corps financial data in the general ledger accounts.  In relation to Personal Property, DFAS-KC is 
responsible for (1) retrieving General PP&E financial data from DCI and (2) reporting General PP&E 
financial data for preparation of the financial statements line item. 
 
5.5.1  Retrieving General PP&E Financial Data 
 
DFAS-KC retrieves General PP&E financial data from the DCI for financial statement preparation.  This 
financial data is combined with the Personal Property notes to the financial statements received from 
RFA. 
 
5.5.2  Reporting General PP&E Financial Data 
 
DFAS-KC reports the Personal Property portion of the General PP&E financial statement line item on the 
Marine Corps Balance Sheet.  General PP&E financial data retrieved from the DCI is entered into the 
Defense Departmental Reporting System - Audited Financial Statements (DDRS-AFS) for preparation of 
the Marine Corps Financial Statements.   
 
 
6.0  CONCLUSION 
 
The process of reporting of Personal Property on the Marine Corps Financial Statements begins at the 
Installations with the BPCO performing the valuation and depreciation of Personal Property, the entry of 
Personal Property data into DPAS, physical count checks, and the maintenance of source documentation.  
The Comptroller/REA function assures the accuracy of the Personal Property financial data produced by 
the BPCO.  LFS-1 analyzes, reconciles and records the Personal Property financial information from the 
Installations into the DCI.  RFA consolidates Personal Property financial data into the General PP&E line 
item, enters it into the DCI, and validates the information with the preparation of the General PP&E notes 
to the financial statement.  DFAS retrieves the General PP&E financial data from the DCI and reports it 
into the DDRS-AFS for preparation of the Marine Corps Financial Statements. 
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APPENDIX A - DEFINITIONS 
 

Term Definition Initial Reference 
Acquisition 
Cost (Value) 
 

The amount, net of both trade and cash discounts, paid for the 
property, plus the transportation costs. 
 

Section 3, 
Concepts & 
Definitions 

Assets Under 
Capital Lease 

The capitalized value of assets leased under terms that are 
essentially equivalent to an installment purchase. 
 

Section 5, 
Personal 
Property Process 

Book Value The recorded cost of an asset less its accumulated depreciation. 
 

Section 5, 
Personal 
Property Process 

Capital Lease The use of an asset or part of an asset (such as part of a building) 
from one entity, the lessor, to another, the lessee, for a specified 
period of time in return for rent or other compensation. 
 

Section 5, 
Personal 
Property Process 

Depreciable 
Basis 

The recorded cost reduced by the asset’s salvage value. 
 

Section 5, 
Personal 
Property Process 

Depreciation An expense recorded to reduce the value of an asset over its 
lifetime. 
 

Section 4, 
Responsibilities 
Matrix 

Fair Market 
Value 

An unbiased, equitable or just value based on the cost of a 
similar asset or the price that an impartial buyer would be 
willing to pay for the asset or a similar asset. 
 

Section 5, 
Personal 
Property Process 

General 
PP&E 

Tangible assets that meet the following criteria: (1) have an 
estimated useful life of two years or more, (2) are not intended 
for sale in the ordinary course of operations, (3) are acquired or 
constructed with the intention of being used or being available 
for use by the entity, and (4) have an initial acquisition cost, 
book value or, when applicable, an estimated fair market value 
that equals, or exceeds, the DoD capitalization threshold of 
$100,000. 
 

Section 3, 
Concepts & 
Definitions 
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Term Definition Initial Reference 
Internal Use 
Software 

Software that is: (1) purchased from commercial off-the-shelf 
(COTS) vendors or ready for use with little or no changes,  
(2) internally developed software that is developed by 
employees of the DoD, including new software and existing or 
purchased software that is modified with or without a 
contractor’s assistance, or (3) contractor-developed software that 
the DoD paid a contractor to design, program, install, and 
implement, including new software and the modification of 
existing or purchased software.  Includes application and 
operating system programs, procedures, rules, and any 
associated documentation pertaining to the operation of a 
computer system or program that is owned for operational or 
other internal use.   
 

Section 3, 
Concepts & 
Definitions 

Land The solid part of the surface of the earth.  Excluded from the 
definition are natural resources (e.g., depletable resources, such 
as mineral deposits and petroleum, renewable resources such as 
timber and the outer-continental shelf resources). 
 

Section 5, 
Personal 
Property Process 

Leasehold 
Improvements 
 

The capitalized value of improvements made to leased property, 
as well as easements and right-of-way. 
 

Section 5, 
Personal 
Property Process 

Mid-Year 
Convention 
Method 

A method of commencing depreciation where six months of 
depreciation is computed and expensed in the first and last year 
of an asset’s useful life, regardless of the actual month the asset 
was placed in, or removed from, service. 

Section 5, 
Personal 
Property Process 

Military 
Equipment 

The PP&E components of weapons systems and support PP&E 
used by Military Departments in the performance of military 
missions and vessels held in a preservation status by the 
Maritime Administration’s National Defense Reserve Fleet. 
 

Section 3, 
Concepts & 
Definitions 

Month 
Available for 
Service 
Method 

A method of commencing depreciation where the month the 
asset was available for use, regardless of whether it was actually 
used, is the month used to commence the calculation of 
depreciation expense for the first year. 

Section 5, 
Personal 
Property Process 

Net Book 
Value 

The net value of an asset.  Equal to its original cost (its book 
value) minus depreciation and amortization. 
 

Section 5, 
Personal 
Property Process 

Personal 
Property 
(Equipment) 

Tangible equipment items of a durable nature and used by the 
DoD in providing goods and services. 
 

Section 5, 
Personal 
Property Process 

Property, 
Plant and 
Equipment 
(PP&E) 

Assets that consist of (1) General PP&E, (2) Heritage Assets, 
and (3) Stewardship Land. 
 

Section 1, 
Introduction 
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Term Definition Initial Reference 
Real Property Fixed assets that are comprised of land and the rights to land; 

buildings to include capitalized additions, alterations, 
improvements, and rehabilitations; and other structures and 
facilities.  Real property does not include personal property 
(weapons systems and other military equipment). 
 

Section 3, 
Concepts & 
Definitions 

Recorded Cost The recorded cost or value shall include the amount(s) paid to 
bring the property to its form and location suitable for its 
intended use and are identifiable and material to the value of the 
asset.  In addition to the amount paid to the vendor, additional 
ancillary costs that are identifiable shall be included in the 
recorded cost. 
 

Section 5, 
Personal 
Property Process 

Salvage 
(Residual) 
Value 

The estimated value remaining at the end of a capital asset’s 
useful life.  Or, the dollar value expected to be recovered from 
the asset’s disposal when it is removed from service.  (Also 
referred to as “Salvage Value” or “Scrap Value.”). 
 

Section 5, 
Personal 
Property Process 

Straight Line 
Depreciation 

A depreciation method that spreads the cost or other basis of an 
asset evenly over its useful life.  The annual depreciation 
expense is calculated by subtracting the salvage value of the 
asset from the purchase price, and then dividing this number by 
the estimated useful life of the asset. 
 

Section 5, 
Personal 
Property Process 

Useful 
(Service) 
Life/Recovery 
Period 

The length of time that a depreciable asset is expected to be 
useable.  For purposes of computing depreciation on DoD 
Personal Property assets, specific recovery periods are 
prescribed. 
 

Section 5, 
Personal 
Property Process 
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APPENDIX B - GLOSSARY OF ACRONYMS 
 

Acronym Acronym Expansion 

COTS Commercial “Off-the-Shelf” 

DCI Data Collection Instrument 

DDRS-AFS Defense Departmental Reporting System - Audited Financial Statements 

DFAS-KC Defense Finance and Accounting Service - Kansas City 

DPAS Defense Property Accountability System 

DoD Department of Defense 

DoDFMR Department of Defense Financial Management Regulation 

DoN Department of the Navy 

HQMC Headquarters, Marine Corps 

I&L Installations and Logistics Department 

LFS-1 Garrison Property Management Section 

MCO Marine Corps Order 

NBV Net Book Value 

POC Point of Contact 

PP&E Property, Plant and Equipment 

REA Resource Evaluation and Analysis 

RFA Accounting and Financial Systems Branch 

SFFAS Statement of Federal Financial Accounting Standards 

SOP Standard Operating Procedures 

USMC United States Marine Corps 

USSGLA United States Standard General Ledger Account 
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APPENDIX C - POINTS OF CONTACT 
 

Reporting Area Points of Contact 

I&L (LFS-1) 

Charlie Smith (GS13) 
DSN:  225-6965 
Tel:     (703) 695-6965 
smithcf@hqmc.usmc.mil 

RFA 

Flora Temple (GS9) 
DSN:  224-2252 
Tel:     (703) 695-2252 
templefv@hqmc.usmc.mil 

DFAS-KC 
Martha Holland 
DSN:  465-3239 
Tel:     (816) 926-3239 
martha.holland@dfas.mil 
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APPENDIX D - RESOURCES 
 
Appendix D presents the resources used to create the Personal Property SOP.  These resources can be 
accessed on the RFA FII Portal at: https://hqipom1.hqmc.usmc.mil/pls/htmldb/f?p=108. 
 

(1) Statement of Federal Financial Accounting Standards (SFFAS) No. 6, Accounting for Property, 
Plant and Equipment 

 
(2) Statement of Federal Financial Accounting Standards (SFFAS) Number 14, Amendments to 

Deferred Maintenance Reporting  
 

(3) Statement of Federal Financial Accounting Standards (SFFAS) Number 23, Eliminating the 
Category National Defense Property, Plant and Equipment  

 
(4) Department of Defense, Financial Management Regulation (DoDFMR) Volume 4, Chapter 6 – 

Property, Plant and Equipment 
 

(5) Department of Defense, Financial Management Regulation (DoDFMR) Volume 6B, Chapter 10 - 
Notes to the Financial Statements 

 
(6) Department of Defense (DoD) Instruction 5000.64, Defense Property Accountability, August 

2002 
 

(7) Secretary of the Navy (SECNAV) Instruction 7320.10A, Department of the Navy (DoN) Personal 
Property Policies and Procedures, April 2004 

 
(8) Marine Corps Order (MCO) P10150.1, Garrison Property Policy Manual, May 1992 

 
(9) Defense Finance and Accounting Service (DFAS) Guide 7900.4G, A Guide to Federal 

Requirements for Financial Management Systems (FFMSR), November 2004 
 

(10) Defense Property Accountability System (DPAS) Basic Users Manual 
 

(11) Defense Property Accountability System (DPAS) Basic Plus Users Manual 
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APPENDIX E - PROCESS FLOWS 
 
Appendix E, lists the detailed process flows that are followed in the Personal Property reporting 
process.  The Scarlet and Gold box in the upper right hand corner of each process flow indicates 
which Marine Corps organization (BPCO or LFS-1) completes this process.  Each of the process 
flows is presented on the following pages. 
 

No. Process Flow 
BPCO-1 Determine Personal Property Depreciation 

 
LFS-1-1 Analyze Personal Property Financial Data 

 
LFS-1-2 Reconcile Personal Property Financial Data 
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BPCO-1. Determine Personal Property Depreciation

Base Property Control 
Office (BPCO)

Determine Personal Property Depreciation

Determine 
whether the asset is

installed, available and 
ready for use

Acquire Personal Property Asset

Calculate salvage value 
of asset

Determine 
whether the asset’s 

salvage value exceed 10% 
of the asset cost

Calculate depreciable basis

Asset cannot be 
depreciated

End Process

Start

Yes

NoYes

No

Calculate Depreciation using the 
Straight-Line Method

=  Depreciable basis 
     Useful life

Determine Useful Life
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LFS-1-1. Analyze Personal Property Financial Data

Provide an explanation for 
variance 

from last quarter

Garrison Property Management 
Section (LFS-1)

Analyze Personal Property Financial Data

Reconcile Personal 
Property data

Determine whether 
prior quarter ending balance agree 

to current quarter beginning 
balance

No explanation
Required

Provide an explanation and 
documentation 

for variance

End Process

Start

Yes No
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LFS-1-2. Reconcile Personal Property Inventory

Garrison Property Management 
Section (LFS-1)

Source documents 
provided by POCs

Determine whether 
supporting documents match 

Capital Assets Report 
balance

Record Personal Property Data 

Discuss Errors
via e-mail

Review Capital Assets Report
Supervisor Review

Installations update and 
resubmit Capital Assets 
Report through DPAS

Reconcile Personal Property Inventory

File electronic copies of 
rejection, explanation, and 

resubmission

Supervisor Review

End Process

Start

NoYes
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APPENDIX F - FORMS 
 
Appendix F, lists the standard forms used within the processes of accounting for Personal Property.  The 
forms are also presented in this section.  These forms can be accessed on the RFA FII Portal at: 
https://hqipom1.hqmc.usmc.mil/pls/htmldb/f?p=108. 
 

Personal Property Forms 
No. Name 

DD Form 1155 
 

Order for Supplies or Services  
 

DD Form 250 
 

Materials and Receiving Report  
 

DD Form 1149 
 

Requisition and Invoice/Shipping Document  
 

DD Form 1348–1A 
 

Issue Release/Receipt Document  
 

DD Form 200 
 

Financial Liability Investigation of Property Loss  
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1.2.3.22
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Base Property and 
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information

1.2.3.8
 LFS­2 will contact 
Base Motors and 
request additional 

information

1.2.3.6
Receive annual 

request for 
Garrison Mobile 

Equipment (GME) 
property

F

E

1.2.3.7 
Are requests 

reasonable and 
valid?

1.2.3.21
 Are requests 
reasonable?

1.2.3.23
LFS­1 validates 
requests from 
installations 

G

Excel spreadsheet D

C

1.2.3B

1.2.3C
1.2.3.9

Will adjustments to the 
Table of Equipment be 

necessary?

H

1.2.3.10 
Garrison 

Transportation 
Analyst prepares 
T/E Modification 
for LFS­2 Branch 
Head approval

Yes

INo

12 of 84



PERSONAL PROPERTY
PP­1.2, Funding Source
1.2.3 Secure and Confirm Funding for Capital Assets, Page 4

LF
S

­2

H T/E Modification
1.2.3.11

Is T/E Modification 
approved by Branch 

Head?
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information in 
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Equipment

1.2.3.12
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1.2.3.13
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Analyst informs 

Base Motors that 
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requests
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Analyst 
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funding requests 
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J
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for GME property 

to SYSCOM 

1.2.3.25
Receive funding 

requests for 
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M
 Funding request 
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G

K

L

I

14 of 84



PERSONAL PROPERTY
PP­1.2, Funding Source
1.2.3 Secure and Confirm Funding for Capital Assets, Page 6

S
Y

SC
O

M
LF

S

END 
 Go to 1.3.3
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SYSCOM informs 
LFS that budget is 

not approved 

1.2.3.28
LFS Program 

Managers conduct 
research and 

modifies budget

1.2.3.29
SYSCOM 

approves annual 
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for GME and 
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1.2.3E

Approved budget 
requests for 

Garrison and GME 
property in excel

1.2.3.30
Notify LFS that 

budget has been 
approved via e­
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1.2.3.31
Receive 
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approved by e­
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L
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Program Manager 

reviews requests for 
capital assets and 
reallocates funding 
based on actuals

1.3.3.4
Program Manager 

sends Funding 
Request to LSR 

requesting a 
release of funds to 
base for property

START  

A

1.3.3A

Funding Request/
Realignment Form

1.3.3.5
Receive Funding 

Request from 
LFS­1

1.3.3.1
Notify LFS of 

funding allocation 
for Garrison 

property by e­mail

1.3.3.2
Receive 

notification of 
funding allocation 
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B
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funding 
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1.3.3B

Funding Request/
Realignment Form

1.3.3.6
Is Funding 

Memorandum 
approved? 

1.3.3.10
LSR loads 

Procurement 
Request template 
in PR Builder with 
funding approvals

PR BuilderYes

1.3.3.8
LSR notifies LFS­1 

that additional 
information or 
modification 

needed by phone 
or e­mail

No

B
1.3.3.9

Program Manager 
modifies funding 

requirements 

1.3.3.11
PR Builder 

interfaces with 
SABRS
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Director receives 
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allotment in PR 
Builder 

Funding allotment 
notification in PR 

Builder

Procurement 
Request

SABRS

1.3.3.12
Funding allotment 
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Installations by e­
mail in PR Builder

PR Builder
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Specialist enters 
specifications for 

property 
acquisition in PR 

Builder

1.3.3.15
PR Builder sends 

electronic 
requisition to 

Regional 
Contracting Office

PR Builder

1.3.3.16
Base Property 

makes corrections 
to PR Builder 

request

PR Builder
1.3.3.17

Resubmit in PR 
Builder
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Request

G
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1.3.3.18
Contracting Officer 

receives 
Procurement 

Request

Procurement 
Request 

E

1.3.3.19
Is the PR Builder 
request correct 

and valid?

1.3.3.20
Follow up with 

phone call to Base 
Property to correct 

invalid PR

1.3.3.22
Contracting solicits 
and selects vendor 

that meets 
customer 

requirements

Yes

No

1.3.3.21
Route PR back to 
Base Property in 

PR Builder

G

1.3.3.23
Contracting 
submits PR 

Builder requisition 
to LFS­1
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1.3.3.25
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reviews requisition 

and approves
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H
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Request
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Complete contract 

in Standard 
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System (SPS)
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Contracting 

awards contract
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22 of 84



PERSONAL PROPERTY
PP­1.3, Requisitioning, Purchase, or Procurement
1.3.3 Perform Acquisition for Garrison Capital Assets, Page 8

V
en

do
r

C
on

tra
ct

in
g 

O
ffi

ce

I

END 
Go to 1.4.1 

1.3.3.32
Ship property to 

TMO or 
appropriate 
destination

1.3.3.31
Receive vendor 

contract from 
Contracting Office

SPS vendor 
contract

SABRS

1.3.3.30
SPS generates 
vendor contract 

with PR document 
number and 

submits to vendor

SPS vendor 
contract
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No

1.3.4.25
Enter procurement 
specifications into 

PR Builder

PR Builder

1.3.4.2 
LFS confirms 

property 
specifications with 
Base Property by 
phone or e­mail

1.3.4.3
Garrison Transport 

Analyst selects 
GSA or DLA based 

on customer 
specifications

B

START  

1.3.4.1 
Is GME property 

available through DLA 
or GSA?

Procurement 
Request

1.3.4.4
Garrison Transport 

Analyst places 
order with DLA or 

GSA online 
through 

Autochoice

1.3.4.5
Garrison 

Transportation 
Analyst creates 

MIPR and includes 
line of accounting

G
1.3.4.17

LFS­2 resubmits 
online order to 

vendor

1.3.4.24
LFS confirms 

property 
specifications with 
Base Property by 
phone or e­mail

H

A
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confirms 
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approves

1.3.4.7
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receive online 
request and MIPR

1.3.4.27
Fleet Manager 

receives 
Procurement 

Request in PR 
Builder

D

Procurement 
Request 

1.3.4A

A

B MIPR, DD 448 
1.3.4.6

LFS­2 submits 
MIPR to GSA or 

DLA

MIPR, DD 448 
1.3.4.8

Vendor signs 
MIPR and creates 
MIPR acceptance 

form

DD 448­2 MIPR 
Acceptance C

1.3.4.26
PR Builder workflow 
transmits electronic 
requisition to Base 

Motors

PR Builder 
workflow

1.3.4.29
PR Builder 

workflow transmits 
electronic 

requisition to 
LFS­2
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1.3.4.9
Vendor creates 

DD1155 Order for 
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DD Form 1155

1.3.4.11
Receive DD448­2 
and DD1155 from 

Vendor

1.3.4.13
SYSCOM Budget 
Analyst receives 

DD448­2 and 
DD1155 from 

Vendor

DD Form 1155, 
MIPR DD448­2 F

1.3.4.12
Maintain copies in 

LFS­2 records
End Process.

D

1.3.4.30
Receive approved 
specifications from 
Base Motors and 
check PR request

1.3.4.31
Submit PR 
Request to 
SYSCOM

Procurement 
Request in PR 

Builder

1.3.4.32
Receive PR 
request from 

LFS­2

Procurement 
Request in PR 

Builder
E

M

1.3.4.43
Make corrections 

in PR 
Builder and 

resubmit request
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reviews 
documentation  
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1.3.4.15
Are funds 
available?

1.3.4.16
Budget Analyst 

contacts LFS­2 for 
additional 

information or 
modification

GNo

1.3.4.18
Budget Analyst 
approves line of 
accounting and 

enters information 
into SABRS

SABRSYes

1.3.4.19
SYSCOM notifies 
LFS­2 and vendor 

that funds have 
been approved

E

1.3.4.36
Budget Analyst 
approves PR 

Builder request 
and enters 

approvals into PR 
Builder

1.3.4.35
Budget Analyst 

contacts LFS­2 for 
additional 

information or 
modification

1.3.4.37
PR Builder 

interfaces with 
SABRS

1.3.4.33
Budget Analyst 

reviews PR Builder 
document and 

availability

1.3.4.34
Are funds 
available?

HNo

Yes

I

J

1.3.4B

1.3.4C

1.3.4D

1.3.4E

27 of 84



PERSONAL PROPERTY
PP­1.3, Requisitioning, Purchase, or Procurement
1.3.4 Perform Acquisition for Garrison Mobile Equipment (GME), Page 5

C
on

tra
ct

in
g 

O
ffi

ce
M

an
uf

ac
tu

re
r

S
YS

C
O

M
G

SA
, D

LA
 o

r 
Ve

nd
or

K

1.3.4.20
Receive 
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SYSCOM that 

funds approved

1.3.4.21
Vendor submits 
form DD1155 to 

manufacturer

DD1155

1.3.4.22
Receive DD1155 

from Vendor

1.3.4.23
Ship property to 

customer

DD1155 End Process. Go 
to 1.4.3

I

J PR Builder SABRS

1.3.4.38
PR Builder 

workflow transmits 
electronic 

requisition to RCO

Procurement 
Request in PR 

Builder

1.3.4.39
Contracting Officer 

receives 
Procurement 

Request

Procurement 
Request in PR 

Builder
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request correct 

and valid?

1.3.4.44
Contracting solicits 
and selects vendor 
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Follow up with 

phone call to LFS­
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1.3.4.42
Route PR back to 
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contract
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Receive vendor 
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contract
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Ship property to 

TMO or 
appropriate 
destination

END 
Go to 1.4.1 

30 of 84



PERSONAL PROPERTY
PP­1.3, Requisitioning, Purchase or Procurement
1.3.6 Perform Contract Acquisition for Minor and Subminor Property, Page 1

B
as

e 
P

ro
pe

rty

No

Yes

1.3.6.2 
General Supplies 
Specialist enters 

Procurement 
Request into PR 

Builder

Procurement 
Request

1.3.6.1 
Is the purchase 

greater than 
$2,500?

C

 START  A

END 
Go to 1.3.7

PR Builder

31 of 84



PERSONAL PROPERTY
PP­1.3, Requisitioning, Purchase or Procurement
1.3.6 Perform Contract Acquisition for Minor and Subminor Property, Page 2

C
on

tra
ct

in
g 

O
ffi

ce
B

as
e 

P
ro

pe
rty 1.3.6.3

PR Builder 
workflow transmits 

electronic 
requisition to 

Contracting Office

1.3.6.4 
Receive 

Procurement 
Request in PR 

Builder

Procurement 
Request in PR 

Builder

A PR Builder

BPR Builder

PR Builder

32 of 84



PERSONAL PROPERTY
PP­1.3, Requisitioning, Purchase or Procurement
1.3.6 Perform Contract Acquisition for Minor and Subminor Property, Page 3

C
on

tra
ct

in
g 

O
ffi

ce

Yes

No

D
1.3.6.8 

Select vendor that 
meets customer 

specifications

1.3.3.10 
Complete contract 

in Standard 
Procurement 

System (SPS)
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A
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document register
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1.3.7.4
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Specialist solicits 
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  Go to 1.3.10.

1.3.9.1 
Is there a unique 
NSN requisition 

number?

END 
Go to 1.3.6

1.3.9.1 START 
System Purchase

END  
Go to 1.3.7

1.3.9.2
 Is the purchase 

under 
$2500?

1.3.9.3 
Is the property 

available from DSSC 
stores?

A
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Ba
se

 P
ro

pe
rty

A
1.3.9.7 

ARS automatic  
interface with 

SABRS

SABRS

1.3.9.5 
Select DLA, GSA or 
other government 

vendor

1.3.9.6
 Place order in 

Automated 
Requisition 

System (ARS)

Automated 
Requisition 

System

CAutomated 
Requisition 

System
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V
en

do
r

B
as

e 
Pr

op
er

ty

Purchase Order 

1.3.9.9
Receive purchase 
order from ARS 

System

Purchase Order  END
Go to 1.4.1

C ARS

1.3.9.8
ARS System 

sends purchase 
order to vendor

1.3.9.10
Send property to 
appropriate Base 

warehouse
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U
ni

t
B

as
e 

Pr
op

er
ty

Base Property

Yes

No

Unit

1.3.10.7
Request a DSSC 
waiver e­mail from 

Base Property 

START

B

1.3.10.3
Supply 

Management 
Division locates 
item at DSSC 

stores 

A

END 
Go to 1.3.7

1.3.10.1
Is property under 

$2500?

1.3.10.4
Supply 

Management 
Division purchases 
item using DSSC 

card

1.3.10.2 
Will property be 

purchased by the
 Unit or Base 

Property?
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U
ni

t
B

as
e 

Pr
op

er
ty

Yes

 No

1.3.10.8
Receive request 
for DSSC waiver

1.3.10.10
Request denied

A

1.3.10.6
Supply 

Management 
Division retrieves 

purchase from 
local DSSC supply 

store

1.3.10.5
Purchase request 
sent into DSSC 

System

END 
Go to 1.4.1 

1.3.10.13
Receive waiver e­

mail for DSSC 
purchase

C

DSSC

1.3.10.12
Approve DSSC 
purchase and 

send waiver via e­
mail

END

1.3.10.9
Is waiver 

approved?

1.3.10.11
Notify customer 
that waiver was 

denied

B

1.3.10A
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U
ni

t END
Go to 1.4.1

1.3.10.15
DSSC request 
sent into DSSC 

System

DSSC
1.3.10.14

DSSC cardholder 
purchases item 

using DSSC card

C

1.3.10.16
DSSC cardholder 
retrieves purchase 
from local DSSC 

supply store
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B
as

e
H

Q
M

C
R
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ei

vi
ng

 B
as

e

1.3.11.1
Base Fleet 

Managers identify 
location of desired 

property that is 
available for use

1.3.11.2
Fleet Managers 
request property 
from transferring 

unit Fleet Manager 
via e­mail

Authorization 
Letter

A

1.3.11.3
Fleet Managers 

receive request for 
transfer by e­mail

START 

1.3.11.5
Fleet Managers 

submit 
authorization letter 

to LFS­2

1.3.11.4
Fleet Manager 

approve transfer 
and sign 

authorization letter 

MCP
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 B

as
e

Tr
an

sf
er

rin
g 

Ba
se

H
Q

M
C

No

Yes

A

1.3.11.9
LFS­2 Branch Head
approves transfer­in 

and signs 
authorization letter 

1.3.11.7
Is transfer­in  
approved?

1.3.11.6
LFS­2 Specialist 
receives letter 

requesting transfer­
in

Authorization 
Letter 1.3.11.8

Deny request END

B

C

1.3.11.10
LFS­2

notifies transferring 
and receiving bases 

of approval by 
e­mail

Authorization 
Letter

1.3.11A
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U
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t
R
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ng

 U
ni

t

B

C END 
Go to 1.4.4

Supporting 
documents

1.3.11.13
Fleet Manager 

transports GME 
property from 

Transferring base 
to Receiving base 

with supporting 
documentation 

1.3.11.12
Receive approval 
notification from 
LFS­2 by e­mail

1.3.11.11
Receive approval 
notification from 
LFS­2 by e­mail

Supporting documentation 
for persnal property includes 
the original contract, DD250, 

and other appropriate 
requisition documentation.
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B
as

e 
Pr

op
er
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Yes

No

Yes

No
Yes

No

START 

1.3.12.2
General Supply 

Specialist denies 
request by e­mail 

and notifies 
customer of 
necessary 
approvals

1.3.12.5
Notify customer 

that property 
approved at lower 

quantity

1.3.12.3
Is the quantity 

requested 
reasonable?

A
1.3.12.1

Has Responsible 
Officer authorized 

transaction?

END

1.3.12.6
General Supplies 

Specialist 
approves Stock 

and Issue of 
requested items

1.3.12.4
Will request be 

approved at a lower 
quantity?

1.3.12A
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U
ni

t
B

as
e 

Pr
op

er
ty

1.3.12.8
Receive e­mail 
authorization

A
1.3.12.7

Send Customer e­
mail authorization 
to pick up items

END 
Go to 1.4.1
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TM
O

B
as

e 
Pr

op
er

ty
 (B

P
) 

1.4.2.4
Supply clerk 

matches property 
to due­In file

1.4.2A

START 

1.4.2.5
Supply clerk signs 
Receiving Report

A

1.4.2.2
Coordinate 

delivery with Base 
Property (BP) 

warehouse

Due­In File
1.4.2.3

Warehouse 
receives property 

from TMO

1.4.2.1
Receive property 

from vendor 

1.4.2B
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U
ni

t
B

as
e 

P
ro

pe
rty

 
(B

P
) 

1.4.2.10
RO or agent signs 
release document

1.4.2.D

1.4.2.6
 Notify unit of 

property via e­
mail. 

1.4.2.7
Responsible 

Officer or Agent 
receives e­mail 

notification to pick 
up property

1.4.2.8
Responsible 

Officer (RO) or 
agent goes to 
Base Property 

warehouse to pick 
up property

A Receiving Report

B

Release document

1.4.2.9 
Supply clerk 

confirms RO or 
agent has 

authorization for 
pick­up

1.4.2.C
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U
ni

t
B

as
e 

P
ro

pe
rty

 (B
P

) 

Yes

No

B
1.4.2.12 
Greater 

than $5,000 or 
Controlled?

END 

Request to update 
CMR

1.4.2.13 Deliver 
property to user  

1.4.2.14
RO Requests BP 
to add property to 

Consolidated 
Memorandum 

Receipts (CMR)

1.4.2.11
Transport property 

to unit 

C

Request to update 
CMR

1.4.2.15
Supply 

Specialist receives 
request to update 

CMR 
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B
as

e 
P

ro
pe

rty
 (B

P
) 

Yes

No

1.4.2.19
Supply Specialist 
records in DPAS 
or ATLASS using 

DD Form 250

DPASC

1.4.2.18
Supply Specialist 
records in DPAS 
as capital asset 
using DD Form 

250

1.4.2.16
Supply Specialist 
assigns bar code 
to property and 

enters in log book

1.4.2.17
 Is property a 
capital asset?

DPAS/
ATLASS

END 

1.4.2E

DD 250

DD 250

Base property personal responsible for 
property recordation were unable to 
explain which items were entered into 
DPAS vs. ATLASS.  All personal 
property should be accounted for in 
DPAS.
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B
as

e 
M

ot
or

s 
(B

M
) 

ADD Form 250 
1.4.3.1

Supply technician 
receives property 

from vendor

START 
Due­in file

1.4.3.2 
Supply technician 
matches property 

to Due­in file

1.4.3A

1.4.3.4
Mechanic inspects 
vehicle and assign 

tags

1.4.3.3
Supply technician 

signs DD Form 250 
– Materials 

Inspection & 
Receiving Report

1.4.3B 1.4.3C
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B
as

e 
M

ot
or

s 
(B

M
) 

A
NAVMC 10284 

Vehicle Inspection 
Report

1.4.3.5
Mechanic 

completes NAVMC 
10284 Vehicle 

Inspection Form 

Fleet 
Anywhere

1.4.3.6
GME specialist 
manually enters 

property into Fleet 
Anywhere using 
DD Form 250 

BDD Form 250
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U
ni

t
Ba

se
 M

ot
or

s 
(B

M
) 

H
Q

M
C

 L
FS

­2

Yes

No

1.4.3.16
Supply technician 
notifies the unit via 

e­mail that 
property is ready 

for pick­up

1.4.3.11
Investigate 

unmatched DD­
250

1.4.3.10
Is a match 
available?

B D

DD Form 250
1.4.3.9

LFS­2 Specialist 
matches DD­250 to 

Purchase Order.

1.4.3.17
Responsible 

Officer receives e­
mail notification 
that property is 

available for pick­
up

1.4.3.18
Responsible 

Officer or agent 
goes to Base 

Motors warehouse 
to pick up property

C

1.4.3D

DD Form 250

1.4.3.8
LFS­2 Specialist 
receives copy of 

Form DD 250 from 
Base Motors

1.4.3.7
GME specialist 

submits a copy of 
DD Form 250 to 
HQMC LFS­2

11
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U
ni

t
Ba

se
 M

ot
or

s 
(B

M
)

H
Q

M
C

 L
FS

­2

1.4.3.15
Manually record in 

DPAS with no 
depreciation 

END
Go to 1.5.1

C DPAS

1.4.3.22
 Unit receives 

property

1.4.3.21
Responsible 

Officer or agent 
transports property 

to unit

END 
Go to 1.5.1 

D

Yes

No

No

Yes

1.4.3.20
Individual signs 

release document

1.4.3.19
Supply technician 
confirms individual 
has authorization 

for pick­up, ID, and 
appropriate vehicle

1.4.3E

END
Go to 1.5.1

1.4.3.14
Greater than 

$5,000 or 
Controlled?

1.4.3.12
Is property a 
capital asset?

1.4.3.13
LFS­2 Specialist 

manually records in 
DPAS with useful 
life for deprecation

Release Document
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R
ec
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vi

ng
 B

as
e

LF
S

­2

1.4.4.3
GME specialist  
sends copies of  

property 
documentation to 

HQMC

Supporting 
documentationSTART 

A

1.4.4.1
GME Specialist 
receives GME 

asset with 
supporting 

documentation

Fleet 
Anywhere

1.4.4.2
GME Specialist 

updates inventory 
in Fleet Anywhere

Copies of 
supporting 

documentation

Supporting documentation 
for persnal property includes 
the original contract, DD250, 

and other appropriate 
requisition documentation.
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LF
S

­2 Supporting 
documentation DPASA

1.4.4.5
LFS­2 Specialist 

updates the Table 
of Equipment and 

DPAS records

END
Go to 1.5.1

1.4.4.4
LFS­2 Specialist 

receives supporting 
documentation for 

transferred property 
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U
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t
Ba
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 P

ro
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rty
 

(B
P)

 

1.4.5.2 
Warehouse clerk 

verifies that 
individual has 

authorizing  
document 

1.4.5.1 
Responsible 

Officer or agent 
goes to Base 

Property to pick up 
property

A

Base Property 
Issue Sheet

Authorizing 
Document

1.4.5.4
Customer signs 
Base Property 
Issue Sheet 

START

1.4.5.3
Warehouse clerk 

verifies that 
individual has 

proper vehicle for 
pick­up 

1.4.5B1.4.5A
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U
ni

t
Ba

se
 P

ro
pe

rty
 

(B
P)

 

A 1.4.5.5
Issues property to 

unit personnel

1.4.5.6
Transport property 

to unit
Go to 1.4.2.12
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U
ni

t
B

as
e 

M
ot

or
s

(B
M

)

Triennial

Semiannual

1.5.4.6
Responsible 

Officer receives 
Fleet Anywhere 

(FA) report

Fleet Anywhere 
Inventory Report B

1.5.4.3
Responsible 

Officer coordinates 
date for triennial 

inventory

1.5.4.2
Supply Clerk 

contacts unit by e­
mail/phone to 

schedule date for 
triennial inventory

ASTART

Fleet 
Anywhere (FA)

1.5.4.1
Is a semiannual 

or triennial inventory 
required?

1.5.4.4
Supply Clerk 

conducts triennial 
GME  inventory.

 Fleet Anywhere 
Inventory Report 

1.5.4.5
 Supply Clerk 

sends unit Fleet 
Anywhere (FA) 

report by e­mail for 
semiannual 
inventory

1.5.4A
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U
ni

t
B

as
e 

M
ot

or
s

(B
M

)

No

Yes Yes

No

GME Inventory 
Report and 
Supporting 

Documentation
B

D

1.5.4.18
 RO submits 
Request for 

Investigation to 
Supply Officer 

(SO)

C

Request for 
Investigation

1.5.4.12
RO submits signed 
Inventory Report 
and supporting 
docs to Base 

Motors

A

1.5.4.10
RO submits signed 
inventory report to 

Base Motors

1.5.4.9
Are there any 

discrepancies?

1.5.4.7
 Responsible 
Officer (RO) 

conducts inventory 
with unit personnel

J

1.5.4.8
RO initials the 

Fleet Anywhere 
report next to each 

line item

H

1.5.4.11
Is supporting 

documentation 
available?

E

GME inventory 
report

1.5.4B

Supporting documentation 
for persnal property includes 
the original contract, DD250, 

and other appropriate 
requisition documentation.
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t
B
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M
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or
s

(B
M

)
H

Q
M

C
 L

FS
­2

No

Yes

1.5.4.21
CO appoints 
Investigation 

Officer

1.5.4C

Fleet 
Anywhere (FA)

G

1.5.4.14
GME Specialist 

adjusts
Fleet Anywhere 
(FA)  to reflect 

updated inventory

1.5.4.22
Investigation 

Officer Conducts 
Investigation

E

1.5.4.15
GME Specialist 

sends adjustment 
documentation to 

HQMC LFS­2 

F

D

1.5.4.19
SO submits 

recommendation 
for investigation to 

CO.

1.5.4.20
Is an investigation 

necessary?

1.5.4.23
Investigation 

Officer prepares 
Investigation 

Report

Recommendation 
for Investigation

1.5.4.13
Supply Clerk 

receives signed 
inventory report 
(and supporting 
docs if required)

C

GME Inventory 
Report (with 

supporting docs if 
required) 

GME 
Addition/Deletion 

Documentation (DD 
250, DD 1348, etc.)
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t
H
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C
 L

FS
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Yes

No

1.5.4.24
 Investigation 
Officer sends 
Investigation 

Report to the CO 
and SO.

Investigation 
Report H

1.5.4.26
CO recommends 

write­off or 
financial liability 
documentation

1.5.4.25
Were missing 
items found?

F

1.5.4.16
LFS­2 Contract 

Support Specialist 
receives adjustment 

documentation

I
Authorization for 

write­off/
 DD Form 200

END
Go to 1.5.6

G

1.5.4.17
LFS­2 Contract 

Support Specialist 
adjusts DPAS 

based on 
documentation

DPAS

Investigation 
Report

GME 
Addition/Deletion 

Documentation (DD 
250, DD 1348, etc.)
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U
ni

t

Yes

No

1.5.4.30
SO submits 

authorization for 
removal and/or DD 

Form 200 to RO

1.5.4.29
 SO prepares DD 

Form 200

DD Form 200

Authorization for 
removal/ DD Form 

200
I

1.5.4.28
CO sends removal 

authorization to 
SO 

1.5.4.27
 Is a removal of 
equipment from 

records 
approved?

Authorization for 
removal of 

equipment from 
property records

J

1.5.4D
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U
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DEPARTMENT OF THE NAVY 
NAVAL AUDIT SERVICE 
1006 BEATTY PLACE SE  

WASHINGTON NAVY YARD, DC 20374-5005  
 

                                                                                 7510 
N2007-NFA000-0045.000 
30 Jan 08 

 
MEMORANDUM FOR ASSISTANT DEPUTY COMMANDANT (PROGRAMS AND  
                                                RESOURCES), U. S. MARINE CORPS 
                                         DEFENSE FINANCE AND ACCOUNTING SERVICE, 

KANSAS CITY CENTER  
 
Subj: AGREED-UPON PROCEDURES ATTESTATION ENGAGEMENT OF 

MARINE CORPS PERSONAL PROPERTY FINANCIAL STATEMENT 
INFORMATION (INDEPENDENT ATTESTATION REPORT  
N2008-0020) 

 
Ref: (a) NAVAUDSVC memo 7510/N2007-NFA000-0045.000, dated 20 June 2007 
 (b) NAVAUDSVC memo 7547/HQMC (P&R) (PP&E) AUP No.1, dated 11 June 

2007  
 (c) SECNAV Instruction 7510.7F, “Department of the Navy Internal Audit” 
 
1.  Background.  We have completed the subject attestation engagement, announced by 
reference (a), and are providing the attestation report in accordance with reference (b).  
We performed the engagement based on procedures jointly prepared and agreed upon by 
the Assistant Deputy Commandant (Programs and Resources (P&R)), U.S. Marine 
Corps; the Director, Defense Finance and Accounting Service (DFAS) - Kansas City 
Center (KC); and the Assistant Auditor General of the Navy for Financial Management 
and Comptroller Audits, to assist in validating Personal Property Financial Statement 
Information for the Marine Corps.  The agreed-upon procedures were conducted in 
accordance with attestation standards established by the American Institute of Certified 
Public Accountants.  Defense Property Accountability System (DPAS) is the system used 
to track and report Personal Property physical and financial data.  DPAS is administered 
by the Office of the Under Secretary of Defense (OUSD) and operated by DFAS 
Columbus.  It is a mixed system that provides capitalized financial information to 
Standard Accounting Budgeting and Reporting System (SABRS) for financial statement 
reporting. SABRS is the Marine Corps financial system.  The adequacy of the personal 
property procedures performed is solely the responsibility of Headquarters Marine Corps 
(HQMC).  We make no representation regarding the sufficiency of the procedures 
described below, either for the purpose for which this report has been requested, or for 
any other purpose.  The report contains the agreed-upon procedures performed, and the 
results of performing those procedures, but does not include recommendations. 
 
2.  Agreed-Upon Procedures.  We agreed to verify that: (1) audit trails and internal 
controls exist for Marine Corps Personal Property financial statement information; and 
(2) corrective actions have been taken on weaknesses noted in the Marine Corps 
Financial Improvement Plan (FIP). 

   1 
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3.  Scope and Limitations. 
 

a.  We reviewed the Marine Corps Second Quarter 2007 Balance Sheet Personal 
Property financial information for the General Property, Plant, and Equipment (PP&E) 
line item.  General (PP&E) totaled $8.57 billion and the Personal Property portion of this 
line item totaled $39.6 million.  The engagement focused on the following areas: 
Funding, Acquisitions, Disposals, and Financial Reporting.  We performed no work 
regarding the Department of the Navy’s (DON’s) baseline value for personal property. 
 

b.  During our engagement, we visited Marine Corps Headquarters, Washington, DC; 
Marine Corps Base, Quantico, VA; Marine Corps Base, Camp Pendleton, CA; Marine 
Corps Base, HI; Marine Corps Air Facility, HI; Marine Corps Base Camp Butler, Japan; 
and DFAS Columbus, OH.  A universe of 151 properties with remaining value totaling 
$17.462 million existed for the 4 Marine Corps bases and one air facility visited.  A total 
universe of 299 fully depreciated properties, and other properties with remaining value, 
totaled $17.462 million for the five sites visited.  We judgmentally selected transactions 
for review based on installation location and size, as well as type and value of personal 
property. 

 
4.  Personal Property Process.   
 

a.  The Marine Corps personal property process life cycle begins with the 
procurement of personal property.  There are two types of personal property – Garrison 
Mobile Equipment (GME) and Garrison Personal Property Equipment.  GME is 
described as mobile personal property and includes passenger-carrying vehicles, cargo 
vehicles, material-handling equipment, engineer equipment, and railway rolling stock.  
Garrison Personal Property Equipment is primarily stationary and includes uninterrupted 
power systems, stadium seating, waste pulpers, and conveyor systems.  HQMC procures 
all personal property entitled GME through the General Services Administration (GSA) 
and Defense Supply Center Philadelphia (DSCP).  HQMC provides GSA and DSCP a 
description of the property and the quantity needed by using a Military Interdepartmental 
Purchase Request (MIPR).  GSA and DSCP are responsible for writing, soliciting, and 
awarding the contract.  Overseas, GME procurement is performed at the installation.  The 
Marine Corps installation base contracting offices procure all personal property entitled 
Garrison Personal Property Equipment.   
  

b.  The process for reporting personal property financial information begins at the 
installation level.  Each installation has a Base Property Control Office (BPCO) that is 
responsible for identifying and categorizing personal property.  These offices are 
responsible for maintaining inventory as well as source documentation.  The BPCO must 
also ascertain accurate values for personal property; determine the correct depreciation 
amount; and report personal property financial data into DPAS.  The financial 
information in DPAS and SABRS is reviewed by HQMC and forwarded to DFAS-KC, 
who prepares the Journal Voucher (JV) submitted to Department of Defense Reporting 
System (DDRS).  

2 



 
Subj:  AGREED-UPON PROCEDURES ATTESTATION ENGAGEMENT OF 

MARINE CORPS PERSONAL PROPERTY FINANCIAL STATEMENT 
INFORMATION (INDEPENDENT ATTESTATION REPORT N2008-0020) 

 
5.  Summary of Results.   

 
a.  We found that audit trails exist within DPAS for personal property transactions 

tested; however, the process of tracing transactions through the audit trail to source 
documents is time consuming and cumbersome.  Transactions may be grouped together 
in the DPAS accounting module and listed individually in the DPAS property 
accountability module, impacting the process of tracing transactions between the two 
modules.  Further, source documentation remains a weakness and opportunities exist to 
improve internal controls.  Table 1 summarizes the results of the procedures performed 
for each aspect of the Marine Corps Personal Property Financial Statement Information, 
and Tables 3 and 4 detail the source documentation and internal control weaknesses 
identified by testing.  The lack of source documentation and weak internal controls 
impact the financial statement assertions.  Table 5 summarizes the effect of internal 
control weaknesses on the Financial Statement assertions.   

 
b.  We also found that the Marine Corps took actions to correct identified weaknesses 

cited in the Marine Corps Executive Financial Improvement Plan (FIP).  Table 2 
summarizes the results of the procedures performed.  To verify whether actions were 
taken to correct the identified weaknesses, we conducted tests of audit trails and internal 
controls for those aspects of personal property.  The validation package was compliant 
with the Office of the Under Secretary of Defense (Comptroller) (OUSD(C)) checklist 
criteria. 
 

Table 1. Summary of Test Procedures Performed 

Results Audit Trail, Internal Control, Corrective Action, and Validation Package Test Procedures 
Performed  

Yes No 

 Determine whether audit trails exist for Financial Reporting of Personal Property: - - 

         Audit trail exists for Funding.                                     X  

        Audit trail exists within DPAS for Acquisitions.   X*  

        Audit trail exists within DPAS for Disposals.   X*  

        Automated interface exists for Financial Reporting to SABRS. X  

Determine whether audit trails exist and are supported by source documentation (i.e. DD 250,  X 1149, 1155, contracts, purchase orders, etc.) of personal property. 

Determine whether installations are reconciling personal property transactions to DPAS X  balances. 
 Determine whether installations are properly monitoring personal property data in DPAS for  X accuracy. 
 Determine if inventories are performed every 3 years as required and documented. X  
Determine whether corrective actions have been taken and documented on weaknesses noted in X  Marine Corps Financial Improvement Plan.  
Determine if the validation package is complete and compliant with OUSD(C) requirements for 
Sections 1-4 and 7 (Processes, Documentation of Audit Support, Organizational Information, and X  
Contacts).  
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Table 1. Summary of Test Procedures Performed 

Results Audit Trail, Internal Control, Corrective Action, and Validation Package Test Procedures 
Performed  

Yes No 

Determine if the validation package is complete and compliant with OUSD(C) requirements for X  Sections 5-6 (Documentation of Corrective Actions). 

Determine if the validation package is complete and compliant with OUSD(C) requirements for X  Sections 8-18 (System Audit Information).  
*Audit trails exist but the process of tracing transactions through the audit trail to source documents is time consuming 
and cumbersome. 
 
6.  Corrective Actions. 
 
 a.  We reviewed FIP to determine whether appropriate corrective action had been 
taken on the weaknesses identified within the plan that would preclude the Marine Corps 
from accurately reporting personal property information.  The plan was developed to 
achieve an unqualified opinion on DON financial statements. 
 

b. We obtained evidence that specified corrective actions were taken by the Marine  
Corps for the weaknesses identified within FIP, and summarized in Table 2 below.   
 

Table 2: Corrective Actions 

Weakness Corrective Actions taken by HQMC 

 
The Marine Corps implemented an automated interface between DPAS Excessive Journal Vouchers 
and SABRS to eliminate manual entries into the Data Collection Module Posted to the Core 
and manual journal vouchers. Accounting System. 

Personal Property The Marine Corps documented the personal property process and 
processes are not provided it to field level commands for implementation in May 2006. 
documented. 

Source Documents are not The Marine Corps is currently working to obtain contract, invoice, and 
available to substantiate receiving reports to substantiate the existing inventory.  In addition, the 
historical cost information. Marine Corps is putting together examples of sufficient documentation to 

support entries into the accountability system and will disseminate to the 
field commands for implementation during Calendar Year 2007.  This 
remains a weakness. 

 
 c.  To verify whether actions in Table 2 were taken, we conducted tests of audit trails 
and internal controls for those aspects of personal property.  The purpose was to 
determine whether Marine Corps installations are maintaining supporting documentation, 
and to determine whether internal controls, processes, and systems generate auditable 
transactions that can be traced to detailed supporting material.  The Naval Audit Service 
(NAVAUDSVC) Report N2002-0036, dated 13 March 2002, “Marine Corps 
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Implementation of the Defense Property Accounting System,” identified weaknesses 
pertaining to an automated interface and source documentation.  The only 
recommendation directed to the Marine Corps pertained to the retention of source 
documentation.    
 
7.  Results of Audit Trails and Internal Controls Testing.   
 

a.  We reviewed personal property data within DPAS, and determined that the system 
provides audit trails for funding, acquisition and disposal transactions.  On 30 June 2007, 
an automated interface between DPAS and SABRS was implemented.  In addition, we 
reviewed personal property internal controls and determined that opportunities for 
improvement exist to support the existence, completeness, valuation, and rights and 
obligations of personal property.  The test procedures performed, and corresponding 
results, are discussed below in Tables 3 and 4. 

 

Table 3: Audit Trail Test Results  

Areas Tested for Audit Trails and Test Results Source Documentation 

Audit Trails Within DPAS: We determined that DPAS has audit trails.  DPAS has an 
accounting module which provides financial statement information We reviewed DPAS to determine if 
by type, installation, amount, and groups’ individual transactions by audit trails exist and are maintained 
reporting period but does not provide a description of the property.  to support the financial statement 
The DPAS hand receipt module (accountability) used by the amounts. 
installation to record property, lists each personal property asset 
individually by type, installation, date, and amount.  Because 
transactions may be grouped in the accounting module and listed 
individually in the accountability module, the process of tracing 
transactions and source documents becomes time consuming and 
cumbersome. As mentioned previously, DPAS interfaces with 
SABRS. 

Rights and Obligations: We determined that Marine Corps installation personal property 
personnel maintained documentation to support rights and We tested whether source 
obligations with a few exceptions noted.  Of 151 transactions documentation is maintained to 
totaling $17.462 million, we judgmentally selected 68 transactions support the rights and obligations of 
totaling $10.997 million from DPAS to test for source Personal Property Assets. 
documentation.  Of the 68 transactions reviewed, 63 source 
documents were provided to support rights and obligations.  No 
documentation was provided for 5 transactions.  This occurred 
because the installations did not maintain the documentation.  
 
Of the 63 source documents provided, 28 were DD Form 1342, 
which is an outdated form.  Although the Form 1342 contains all the 
required data, the current form to be used is the DD Form 1149 or 
1348.  HQMC advised that, going forward, the use of the correct 
form will be required of all installations.     
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Table 3: Audit Trail Test Results  

Areas Tested for Audit Trails and Test Results Source Documentation 

Valuation and Funding We determined that HQMC and MC installations personal property 
Documentation:  personnel did not maintain source documentation for many of the 

transactions reviewed for valuation and funding.  Of 151 We tested personal property values 
transactions totaling $17.462 million, we judgmentally selected 68 recorded in DPAS to determine 
transactions for $10.997 million from DPAS to test for source whether the amount agreed with 
documentation.   corresponding contracts and if 

funding documentation was  
maintained. Of 68 transactions reviewed, 13 contracts and 4 purchase orders, 

totaling $ 3.217 million, were provided to support valuation.  No 
source documentation was provided to support the remaining 51 
transactions totaling $7.78 million for valuation.  All 13 contracts 
provided supported funding.  No source documents for funding were 
provided to support the remaining 55 transactions.   
 
The installations are responsible for maintaining documentation to 
support property values input into DPAS and funding used for all 
Garrison Personal Property Equipment procured.  This occurred 
because HQMC and MC installations personal property personnel 
did not maintain source documentation used to input the assets 
values in DPAS and funding used to procure property.  GSA/DSCP 
writes, solicits, and awards all contracts for procured GME property 
and are not required to provide HQMC a copy of the contracts.   

Capitalization Threshold: We determined that the tested personal property transactions were 
capitalized at DON’s threshold of $100,000.  We tested 68 We tested whether personal property 
transactions totaling $10.997 million out of 151 transactions totaling assets were capitalized at DON’s 
$17.462 million from DPAS.    threshold of $100,000. 

Disposals: We determined that disposed properties were removed from DPAS 
as required and that source documentation was maintained for the We conducted tests to determine 
five properties disposed of by the five activities visited.  whether disposed properties were 

removed from DPAS within 
10 working days after disposal, and if 
documentation was retained. 
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Table 4: Internal Control Test Results 

Areas Tested for Internal Controls Test Results 

Inventories: We determined that documentation supporting performance of 
personal property inventories every 3 years exists.  All five We tested to determine whether 
installations visited provided documentation to support that inventories were performed every 
inventories were performed as required.   3 years as required and documented.  

Reconciliation: We determined that reconciliations of personal property are 
performed and documented.  Installations are required to reconcile We conducted tests to determine 
property records quarterly against acquisition and disposal source whether quarterly reconciliations 
documentation, which is submitted to HQMC.  HQMC reconciles were performed on balances reported 
personal property financial data monthly by comparing property in DPAS. 
reports to source documentation provided by the installations. 

Monitoring: We determined that Marine Corps personnel responsible for 
We conducted tests to determine assuring proper execution of personal property processes were not 
whether monitoring of the controls of performing all duties as required.  The Resource Evaluation and 
Marine Corps personal property Analysis (REA) personnel are responsible for assuring the validity 
processes and procedures was being and accuracy of personal property data and for assuring proper 
performed. audit trail documentation is collected and maintained.  These duties 

are not being performed.   

This occurred because REAs received Marine Corps guidance in 
June 2007 and have not fully implemented the requirement. 

We tested whether acquisition data We determined that acquisition data for personal property was not 
was entered in DPAS within entered in DPAS within 7 working days after receipt.  This occurred 
7 working days after receipt. because personal property is receipted at the manufacture location 

by a Defense Contracting Agent (DCA) and shipped to the 
installation.  Ownership of the property transfers to HQMC when the 
DD Form 250, Material Inspection and Receiving report is signed by 
the DCA.  HQMC is aware of the problem and is implementing 
procedures to correct the delay. 

Existence and Completeness: We determined that properties recorded in DPAS existed, and that 
the data within the system was complete, with the exception of five We tested for existence and 
properties, as discussed in the following paragraph.  For existence completeness of Marine Corp 
testing, we judgmentally selected 148 transactions of the 299 total personal property at five installations 
for the sites visited from the DPAS personal property database and visited. 
verified that the properties existed by tracing the properties to their 
physical location.  Of 148 properties reviewed for existence, all 148 
were found. 
 
For completeness testing, we selected a total of 57 properties 
during our site reviews.  We judgmentally selected properties (i.e. 
site backs) at each location where we performed existence testing, 
and traced the selected assets back to the personal property data 
base to verify that the installations included the property within the 
DPAS database.  Of 57 properties selected, 5 were not recorded in 
DPAS.  This occurred because the installation did not provide 
HQMC with the source documentation to input the property data into 
DPAS. 
 

 
b.  Based on the audit test results described in Tables 3 and 4, we determined that 

sufficient internal controls are not in place to provide reasonable assurance that personal 
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property financial statement information is correctly reported.  Table 5 presents the 
financial statement assertions impacted by these internal control weaknesses. 
 

Table 5.  Effects of Internal Control Weaknesses on the Financial Statement 
Assertions  

Presentation Internal Rights and and Control Existence Completeness Valuation Obligations Weaknesses Disclosure 
Property value   X  X errors 

Supporting 
X X X X X documentation 

not available 

 
8.  Validation Package. 
 

a.  The Validation Package Guidance Checklist prepared by OUSD(C) was designed 
to help commands prepare for audits by providing and organizing the information needed 
for financial statement audits.  The validation package for the Marine Corps Personal 
Property Financial Statement Information line item consists of 18 sections that 
correspond to the multiple requirements of the OUSD(C) Checklist in the Financial 
Improvement Initiative Business Rules, dated 23 June 2004.  The validation package is 
required to include key documented processes and flowcharts, general ledger audit trails, 
evidence of corrected material weaknesses, and financial system information for auditing 
purposes. 
 

b.  Sections 1-4 and 7 of the OUSD(C) Checklist direct commands to identify 
complete procedures, processes, audit trails, and points of contact from field level to 
Departmental level for the line item in question.  Sections 5 and 6 direct commands to 
complete and document all corrective actions noted in the Financial Improvement Plan 
for material weaknesses related for balances being asserted.  Finally, Sections 8-18 direct 
commands to identify and obtain the system audits (Federal Information Systems 
Controls Audit Manual (FISCAM) or Statement on Auditing Standards (SAS) 70/88) for 
those systems that play a role in the financial reporting process of the line item.  If a 
system audit has not been performed, the commands are directed to provide comparable 
system information within their validation package.  

 
c.  The validation package was compliant with the OUSD (C) Checklist criteria.  

Because Department of Defense Inspector General performed an SAS 70/88 audit on 
DPAS dated 27 January 2006, no action was required for Tabs 10-18.  
 
9.  We were not engaged to, and did not conduct, an audit of the subject matter.  The 
objectives of an audit would have been to express an opinion, or provide limited 
assurance or disclaimer on the subject matter.  Accordingly, we do not express such an 
opinion, provide negative assurance, nor consider materiality.  If we had performed 
additional procedures, other matters might have come to our attention that would have 
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been reported.  If the results of the procedures warrant concerns sufficient for an audit, 
then HQMC (P&R) may request the performance of an audit.   
 
10.  This report is intended solely for the information of, and use by, HQMC (P&R) and 
other specified parties, and is not intended to be, and should not be, used by anyone other 
than these specified parties. 
 
11.  The Auditor General of the Navy must approve any requests for this report under the 
Freedom of Information Act. 
 
12.  We appreciate the cooperation and courtesies extended to our auditors. 
 

 
LUTHER N. BRAGG 
Assistant Auditor General 
Financial Management and Comptroller 
Audits 

 
Copy to: 
UNSECNAV 
OGC 
ASSTSECNAV FMC 
CMC (ACMC, RFR) 
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